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Changes in force: Cl and C2

AR .600-17
*C2

CHANGE

No. 2

HEADQUARTERS
DEPARTMENT OF THE ARMY
WASHINGTON, D.C., 28 May 1969

PERSONAL—GENERAL

THE DIVISION PERSONNEL SUPPORT SYSTEM
ORGANIZATION AND PROCEDURES

Effective 15 July 1969
AR 600-17, 5 May 1964, is changed as follows:

1. Numerous outdated procedures have been rescinded and, in many in-
stances, reference made to comparable procedures in DA Pamphlet 600-8
(The Unit Personnel Officer's Guide) for information and general guid-
ance on processing personnel management actions,

2. Effective with the-conversion of the Military Service Number (MSN)
to the Social Security-Account Number (SSAN) as announced by Head-
quarters, Department of the Army, the SSAN will be used as a means of
personnel identification in.lieu of the MSN whenever prescribed in this
regulation.

3. Procedures which have been updated reflect the use of DA Form 2496
(Disposition Form). Pending revision of other procedures, the user will
utilize DA Form 2496 in lieu of DA Form 1049 (Personnel Action).

4. In some instances the term MPRJ is used to refer to 201 file; in others
the term 201 file is used. Until revision is completed, the terms should be
considered as synonymous.

5. Material which has been modified or added is indicated by a star.

6. Remove old pages and insert new pages as indicted below:

Remove pagan Insert page»

i through iii _ _ . . _ _ . „ - . _ _ . - . - - . . . - . - . - - . . . - - . . . - - - - - - i through iii
1-1 and 1-2 _ . _ , . _ _ . _ . . _ . _ . _ _ _ _ . _ . _ . . _ . _ . _ _ _ . . _ . _ _ 1 - 1 and 1-2
2-1 and 2-2 .......................................2-1 and 2-2
A2-1 through A2-3 ...........:.............,..... A2-1 through A2-6
5-1 and 5-2 . . . . _ . . . . . _ _ . . _ _ . . _ . . . . _ _ . _ . . _ . . . . . . . . _ 5 - 1 and 5-2
6-1 through 6-6 _ . _ . _ _ . _ . . . . _ . . _ . _ _ . _ . _ . _ . _ . . - . . . . 6-1 through 6-6
A6-1 through A6-11 _ . _ _ _ _ _ _ _ _ _ . _ _ _ , _ . _ _ _ _ _ _ - . _ . . . . A6-1 through A6-18
8-1 and 8-2 . _ . . _ . . _ _ _ _ _ . . _ _ _ _ . _ . . _ _ _ _ _ . _ _ _ _ . . _ _ . - _ 8 - 1 and 8-2
A8-1 and A8-2 . . , . _ . . . . _ . _ _ . _ . , . . . . . . . . . _ . . . _ _ _ . „ _ A8-1 and A8-2
9-1 through 9-10 ......... .....^.. ................. 9-1 through 9-5

*This change supersedes the following DA messages: paragraph 4,1 819672, 16
June 1967; 822298, 5 July 1967.
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10-1 through 10-20 . . _ . - - . . . _ . . . - . . . . - - . - - - - . . - -----10-1 through 10-5
11-1 through 11-6 . _ . . . . . . - - - . - - - - . . - . - - - - - - - - - - . - 1 1 - 1 through 11-4
11-11 through 11-72 . . . . . . . . . . . . . . . . . . . . . - - . - - . - - - 1 1 - 1 1 through 11-41
11-75 and 11-76 . ._ . . . . , . . . _ . . . . _ . . . . _ . . - - - - - - - - - - -11-75 and 11-76
11-81 through 11-86 . . . . . . . _ - . . . _ _ - . . - - - - - - - - . - - - - .11-81 through 11-84
11-91 through 11-114 . _ . . . . . . . . - . . - . . . . . . - - - - . - ...11-91 and 11-92
11-123 through 11-130 . _ . . . . - . . . . . . . . . . . - - - - - . . - - . .11-123 through 11-127
11-137 through 11-160 . . . _ . _ _ , . . _ . . . _ . . . . - - - - - - - . - .11-137 through 11-145
11-163 through 11-179 _ . - . . - . . . . . . . . . . . . . . - - - - . - . . .,. -11-163 through 11-170

7. File this change sheet in front of the publication for reference purposes.

The proponent agency of this regulation is the Office of Personnel Op-
erations. Users are invited to send comments and suggested improve-
ments on DA Form 2028 (Recommended Changes to Publications) to the
Chief of Personnel Operations, ATTN: OPOPMM, Department of the
Army, Washington, D.C. 20315.

By Order of the Secretary of the Army:

W. C. WESTMORELAND,
General, United States Army,

Official: Chief of Staff.
KENNETH G. WICKHAM,
Major General, United States Army,
The Adjutant General.

Distribution:
To be distributed direct from the printer in accordance with special

mailing list.

"U.S. GOVERNMENT PRINTING OFFICE: 1969 851 391/20116A
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ARMY REGULATION

No. 600-17

C2, AR 600-17
*AR 600-17

HEADQUARTERS
DEPARTMENT OF THE ARMY
WASHINGTON, D.C., 5 May 1964

PERSONNEL (GENERAL)

THE DIVISION PERSONNEL SUPPORT SYSTEM
ORGANIZATION AND PROCEDURES

Paragraph Paste
PART ONE. ORGANIZATION

CHAPTER 1. GENERAL
Purpose _ _ _ _ - _ . _ _ _ _ _ _ _ _ _ - _ - _ _ _ - - _ _ _ _ _ _ _ _ - - - - - - - - - - - - - - - - - - - - - - - . . - - 1-1 1-1

if Explanation of Terms ............................................. 1-2 1-1
Responsibilities of staff officers and commanders _ _ _ - - - - - - - - - - - - - - - - - - 1-3 1-2
Application to separate brigades - . . . . . -_ . . . . . . . . - - - . . . - - - - - - - - - - - - - - - 1-4 1-2
Forms _ _ . . _ - . . _ _ _ _ _ , . . , . . - . _ - - . . . _ _ _ _ _ . . . . . , - - . . . - - - - - - - - - - - - - - - - 1-5 1-2

2. RESPONSIBILITIES AND FUNCTIONS AT DIVISION LEVEL
Responsibilities - _ - - . - - - - _ - - - - - - - - - - - - - . - _ - - - - - - - - - - - - - - - - - - - - - - - - 2-1 2-1
Organization . . . _ _ _ _ _ _ „ , _ . . _ _ - - . . _ _ _ _ _ _ _ . . . . . . , - - - - - . - - - - - - - - - ^ - - - 2-2 2-1
Functions of Personnel Service Division _ _ _ - - - - - - - - - - , - - - - - - - - - - - - - - - 2-3 2-1

^•APPENDIX 2-1. PERSONNEL SERVICE DIVISION ORGANIZATION CHART ..-. .... A2-1
-A-2-II. ORGANIZATION CHART—PERSONNEL SERVICE DIVISION __ - . . _ A2-5
-2-III. COMPOSITE TEAM ORGANIZATION (DIVISION) _ . . „ . - - - - _ - - - - - - - A2-6

CHAPTER 3. RESPONSIBILITIES AND FUNCTIONS AT BRIGADE LEVEL
General _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 3 -1 3 -1
The brigade commander . . „ - . - , . . , ._ ._ . ,„ . . ._ . . . . . . . ._ . . . . . , - . ._- - 3-2 3-1
The brigade SI . _ . . - . . . _ _ . . _ . _ . . _ . _ _ _ . _ . . . . _ _ _ _ _ - _ _ . - . _ . _ . . . - - - - - - 3-3 3-1
Responsibilities of the brigade personnel staff noncommissioned officer.. 3-4 3-1

4. RESPONSIBILITIES AND FUNCTIONS AT BATTALION LEVEL
General . . . . . . . . . . . . ._. . . . . . . . . . . . . .__. . . ._. .____.. . . . . , - . . . . -^. .- 4-1 4-1
The battalion commander - _ - - - . . . , _ . _ . . . . . . . . . . . . . . . - - - - _ - . . . - - - - - - 4-2 4-1
The battalion SI _ _ _ _ . . . . . . - _ _ . . _ . . . . . . . . . . _ _ _ . . - . _ . - - . . . . . - - - - - - . 4-3 4-2
The battalion personnel staff noncommissioned officer _ _ _ _ _ _ _ - . - _ - - - - - 4-4 4-2

5. RESPONSIBILITIES AND FUNCTIONS AT COMPANY LEVEL
General _ _ _ _ - - , _ _ _ _ _ _ - - - - - - - - - - _ _ . _ _ _ _ _ _ - . - - - . - - - . - - - - - - - - - - - - - - - - 5-1 5-1
Authorized telephone communication with Personnel Service Division _ _ 5-2 5-1
The company commander _ _ _ _ _ _ - _ _ _ _ _ _ _ _ _ - - - - - - - - - - - - - . - . - - - - - - - - - - - - 5-3 5-1
The company clerk . _ _ _ _ , _ _ _ _ _ _ - _ _ _ - _ _ _ _ _ - - - - - - - - - - - - - - - - - - - - - - - - - - 5-4 5-2

6. REPORTS AND SPECIAL ACTIONS PROVIDED BY THE
PERSONNEL SERVICE DIVISION

General - - . . . . . . . . ._ . . - . . .___. . . . . . . . . . . . .„_. . . . . . .____„„. . . . . . . , 6-1 6-1
Data processing capabilities . . . . . . . _ _ . . . . . , _ _ _ _ _ _ , . . . _ . . . . . . . _ - _ _ - _ 6-2 6-1

irRecurring reports (punched card) . . _ _ . . _ _ _ _ _ _ _ _ _ _ _ _ , - _ - - _ - - - - - _ - - - - 6-3 6-2
•^Special reports (punched card) ..__..._.,...._...........„---..... 6-4 6-3
•A-Recurring reports (manual) . . . . . . - _ . . . . . . _ _ _ - _ _ . _ - _ _ _ - . _ _ _ - - - - - - - 6-5 6-4
ItSpecial reports (manual) _ , . . „ . . , .___ . . . . . . . . . . . . . . , - - - - - - . . - . , - , - 6-6 6-5
if Teams _ . . _ . . _ . _ _ _ _ . . . , _ _ _ _ _ _ _ . _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ . _ . _ _ _ - - - - - - . 6-7 6-5

^APPENDIX 6-1. ADPE WORK REQUEST (DA FORM 2749-R) . _ . . . _ . _ . _ - . . . . . . : - - - - - - A6-1
*6-II. PERSONNEL INVENTORY REPORT ..........-......-...,------ - - - A6~5

-A-6-III. PERSONNEL INFORMATION ROSTER ...._........-.........--- - - - - A6-13

-*6-IV. PERSONNEL QUALIFICATIONS ROSTER ...............-----.. - - - - A6'15

-A-6-V. PERSONNEL SUSPENSE ROSTER . . . . . . . . ._ ._ . . - . - . . . . . . . - - - - - - - - - - - A6-16
-6-VI. TYPICAL SECOND ECHELON SUPPORT TEAM DESIGNED TO

________ SUPPORT A DETACHED BATTALION ............-.-.---.-... - - - - A6-18
"This regulation supersedes AR 600-17, 17 November 1961, including C I, 17 October 1962.
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28 May 1969 C 2, AR 600-17

PART ONE. ORGANIZATION

CHAPTER 1

GENERAL

1-1. Purpose, a. The concept of centralization
of personnel records maintenance at division
level is explained in FM 61-100. The internal
operation of the Personnel Service Division is
explained in AR 600-16. This regulation pro-
vides an operating guide for company clerks and
personnel staff noncommissioned officers, and a
useful reference and guide for commanders,
staff officers, and personnel of the Personnel
Service Division. The purpose of this regula-
tion is to—

(1) Establish procedures for the imple-
mentation and continued operation of the cen-
tralized administration concept.

(2) Facilitate standardization of division
administrative procedures throughout the
Army.

(3) Simplify the training requirements
for administrative personnel throughout the
division.

(4) Establish the responsibilities and
functions of commanders, staff officers, and
supervisory personnel in the field of personnel
administration and personnel management.

b. This regulation sets forth procedures for
actions that are general throughout the Army.
These procedures may be modified to conform
with local requirements, but modifications will
be held to a minimum in order to obtain maxi-
mum benefits from standardization.

c. Commanders, supervisory and operating
personnel at all levels of command are encour-
aged to establish procedures for those actions
not covered in this regulation. Procedures will
be standardized at the highest level possible to
provide for uniformity within a division or
major command.

d. The Division Personnel Support System is
designed to provide accurate and efficient per-

AGO 20116A

sonnel services for commanders, their staffs,
and the individual soldier. It is organized on
four levels of command—

(1) Division headquarters.
(2) The brigade. Whatever this term is

used it also applies to division artillery and
support command.

(3) The battalion. Whenever this term is
used it also applies to a squadron.

(4) The company. Whenever this term is
used it also applies to a battery or troop.

-£•1-2. Explanation of Terms. The following
explanations apply to the organizational ele-
ments and personnel described in this regula-
tion:

a. Personnel staff NCO. To assist the com-
manders at brigade and battalion headquarters
a personnel staff noncommissioned officer is as-
signed to the headquarters. His major func-
tions are to serve as advisor to the commander
and the staff on personnel matters and as liai-
son between the company, battalion or brigade,
and the Personnel Service Division. His spe-
cific responsibilities and functions are listed in
the chapters on the brigade and battalion
(chap. 3 and chap. 4).
Jfb. Rescinded

c. Composite team. A group of functional
teams consisting of one from each branch or
unit of the Personnel Service Division, except
the Administrative Machine Branch.

d. Second echelon support team. An equita-
ble subdivision of a composite team, predesig-
nated for attachment to specific divisional
units detached from the division for over 30
days, for the purpose of providing complete
second echelon personnel support.
i^e. Special purpose teams. A group of noncom-
missioned officers and personnel specialists, rep-

1-1
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C 2, AR 600-17 28 May 1969

resenting one or more composite teams, de-
signed to provide specialized personnel service
involving inprocessing-outprocessing, or per-
sonal affairs.
1-3. Responsibilities of staff officers and com-
manders, a. Personnel responsibilities and func-
tions of commanders and Si's are set forth in
subsequent chapters. There are no major
changes in the responsibilities and functions of
other staff officers in the field of personnel
management and administration. However,
there should be close coordination between
staff officers and their Si's on all personnel
matters to insure the most profitable and
efficient use of the personnel facilities at each
level of command.
ifb. Commanders and staff officers will review
and evaluate their current reports require-
ments as outlined in AR 335-30. All reports
and statistics currently required will be re-
viewed at specific frequencies and specific ac-
tion will be taken to have unnecessary require-
ments discontinued.

c. It is the responsibility of each commander
and staff officer to insure that his requirements
for reports and statistics are directed to the
proper organization. A summary of the reports
and statistics furnished by or available from
the Personnel Service Division is listed in
chapter 6. The following sequence will be fol-
lowed in determining the source of a report:

(1) Check the reports being furnished by
the Personnel Service Division to determine
whether the information required is now being
furnished. If so, the requestor will revise his
report to conform with existing reports or ex-
tract the information from existing reports to
complete his report (para 6-3 and 6-5).

(2) If not presently furnished, is the in-
formation immediately available at the Person-
nel Service Division on punched cards? (para
6-2.) If it is, the request will go to the Person-
nel Service Divisions (para 6-4).

(3) If not available on punched cards,
and the information needed comes from the
personnel records or other documents main-
tained at the Personnel Service Division, the
request will go to the Personnel Service Divi-
sion (para 6-6).

(4) If the information required cannot be
obtained from the personnel records or other
documents maintained at the Personnel Service
Division, only then will the request for infor-
mation be made to subordinate units.

(5) Some reports require information
which will be furnished partly by the Person-
nel Service Division and partly by the subordi-
nate units. In this case, a request for informa-
tion will go to both organizations and the in-
formation submitted will be consolidated by
the requestor.

1-4. Application to separate brigades. Separate
brigades will operate a modified form of the
PSD; however, the procedures provided in this
regulation apply equally to the personnel sup-
port system of separate brigades. For informa-
tion relative to separate brigade PSD opera-
tion, see AR 600-16.

1-5. Forms. Forms referenced in this regula-
tion, with the exception of DA Form 2446-R
and DA Form 2749-R, will be obtained
through normal AG publications supply chan-
nels.

1-2 AGO 20118A
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CHAPTER 2

RESPONSIBILITIES AND FUNCTIONS AT DIVISION LEVEL

2-1. Responsibilities. The basic responsibilities
for personnel administration at the division
level are set forth in FM 61-100, which also
sets forth the organization of the adjutant gen-
eral's section and the other administrative
staff agencies.
2-2. Organization, a. Appendix 2-1 shows the
organizational structure and division of func-
tions in the Personnel Service Division of the
adjutant general's section, which is the pri-
mary agency for personnel administration at
division level.
ifb. Appendix 2-II shows a further breakdown
of the organization of the Personnel Service
Division into functional teams.
ire. Appendix 2-III explains how the branches
of the Personnel Service Division are orga-
nized into composite teams designed to main-
tain a degree of unit integrity in personnel ad-
ministration and to facilitate service to units.
Some of the advantages of composite teams are
as follows:

ir(l) The noncommissioned officer or senior
specialist in each team provides a specialized
personnel service to a fixed number of divi-
sional units. This permits him to develop a
close working relationship with a limited num-
ber of subordinates and personnel staff non-
commissioned officers in battalions or brigades.

(2) Clarifies the point of contact for per-
sonnel staff noncommissioned officers. A per-
sonnel staff noncommissioned officer in a bat-
talion or brigade should experience no diffi-
culty in understanding the organization of the
Personnel Service Division or his precise con-
tact on any matter, because almost all his per-
sonnel support is represented in one composite
team. There are two types of exceptions:

it(a>) The Administrative Services Divi-
sion is responsible for the publication and dis-
tribution of orders, therefore, a personnel staff

AGO 20116A

noncommissioned officer will deal directly with
that unit on such matters.

•jc(b) A personnel staff noncommissioned
officer will deal with a team member in a com-
posite team on routine matters involving Re-
ports, Processing or Control, but contact the
Reports, Processing or Control team leader on
unusual matters. For example, a personnel
staff noncommissioned officer should contact a
reports clerk in the composite team on ques-
tions about an existing report; he should con-
tact the Reports Team Leader to request new
reports or changes in report format.

d. The division Gl has the overall staff re-
sponsibility for all personnel matters in the di-
vision. The division adjutant general has spe-
cial staff responsibility for personnel matters
in the division. The adjutant general's section
is composed of five organizational elements.

(1) The Personnel Service Division.
The Administrative Services Division.
The Postal Division.

(4) The Special Services Division.
(5) The Replacement Detachment.

The personnel of these elements are assigned
to the division administration company. See
FM 61-100 for a detailed description of the or-
ganization and operation of the adjutant gen-
eral section.

(2)
(3)

-3. Functions of Personnel Service Division.
a. Personnel records for all assigned and at-

tached personnel are centralized at the division
headquarters under the supervision of the divi-
sion adjutant general. The specific responsibil-
ity is delegated to the Personnel Service Divi-
sion. All personnel management, personnel rec-
ords maintenance, personal affairs, and person-
nel actions will be handled by the Personnel
Service Division. Accordingly the Personnel
Service Division assumes the authorities and
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responsibilities, often referred to as second
echelon personnel support, enumerated in AR
600-8. First echelon personnel support repre-
sents those actions performed at unit level;
second echelon personnel support those actions
performed by the custodian of personnel rec-
ords ; and third echelon personnel support
those actions performed by division adjutants
general. The Personnel Service Division per-
forms a central role in the personnel support
system by consolidating the second and third
echelon personnel support in one office. The
Personnel Service Division, in addition to
being an executive activity for the division
commander in the area of personnel adminis-
tration, also performs certain services for bri-
gade, battalion and company commanders.
Among these are the following:

(1) Provides a source of technical advice
on . personnel administration and personnel
management.

(2) Furnishes statistical data on current
and projected strength.

(3) Furnishes other reports on individu-

28 May 1969

als designed to aid commanders in making per-
sonnel management decisions.

(4) Assigns and reassigns personnel to
meet commanders' requirements.

(5) Receives commanders' recommenda-
tions and decisions on personnel matters and
takes action to implement them.

(6) Acts as custodian of individual per-
sonnel records and provides commanders with
information therefrom, as required.

6. The Personnel Service Division uses
punched card machines to accomplish many of
the tasks and services it provides. The Person-
nel Service Division also has the ability to
provide these services manually, but at a re-
duced level. Reports and information which
can be provided by both manual and punched
card machine operations are listed in chapter
6. Detailed organization, responsibilities, func-
tions, and operating procedures pertinent to
the Personnel Service Division are set forth in
AR 600-16 and FM 61-100. AR 600-16 has
limited distribution below division headquar-
ters.
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Functional Statement For The Personnel Management Branch
Responsible for classification including testing and reclassification ac-

tion.
Makes assignments to units, processes voluntary applications for

oversea service, processes levies and FOR processing.
Processes applications for special training, schooling, special assign-

ments, and special details.
Fixes personnel authorizations from TOE computes personnel short-

ages, and adjusts MOS overstrengths.
Responsible for utilization of personnel including mentally and physi-

cally substandard personnel and rehabilitated personnel.
Responsible for personnel procurement including requisitioning, pro-

curement of personnel for OCS, Regular Army and USAR commissions,
and Regular Army and USAR warrant officer appointments.

Identifies personnel to be considered for elimination prior to expira-
tion of their terms of service.
; Administers the personnel service division portion of the enlisted
evaluation system.

Handles all matters pertaining to appointments, promotions, reduc-
tions, and demotions of commissioned officers, warrant officers, and enl-
isted personnel.

Accomplishes sample surveys of military personnel.
Develops, maintains, and furnishes MOS strength and statistical in-

formation as required.
Prepares reports on eligibles for promotion and personnel surpluses

as required.
Responsible for casualty reporting.
Responsible for redeployment and rotation of officer and enlisted per-

sonnel as well as dependents.
Processes advance oversea returnee lists and oversea returnee rosters.
Prepares reports on passenger space requirements and issues Port

Call instructions.
x

Functional Statement For The Personnel Actions Branch
Processes all matters pertaining to elimination cases, release from ac-

tive duty, discharges, retirements, enlistments, extension of enlistments,
requests for leave (excess, emergency and non-CONUS), branch transfers
and details of officers, extension and curtailment of foreign service tours,
service medals, awards and decorations, issuance of military and depen-
dents identification cards, security clearances, consumation of initial ap-
pointments of commissioned officers and warrant officers, extension or dec-
linations of active duty for reserve officers, emergency or disciplinary re-
turn of dependents to the United States from oversea commands, depen-
dent medical care, dependent schooling, dependent travel, and other mat-
ters pertaining to dependents.

Insures preparation and submission of efficiency reports on commis-
sioned officers and warrant officers on extended active duty, officers on ac-
tive duty for training, and Regular Army enlisted personnel holding a Re-
serve Officer appointment or Warrant Officer status, and officer photo-
graphs.
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Insures control of personnel actions in security and investigative
cases. Processes all cases pertaining to marriage, legitimization or adop-
tion of children, and civil-legal proceedings.

Assists in obtaining- travel clearances, passports and visas.
Administers the life insurance and soldiers voting programs.
Handles all other matters of personnel administration not specifically

assigned to another branch of the Personnel Service Division.

Functional Statement For The Records Branch
Records Unit: Prepares and maintains individual personnel records to in-
clude officer and enlisted qualification records and personnel records jack-
ets.
Reports Unit: Prepares, verifies and submits rosters and reports required
in the Army Personnel Information System except those specifically as-
signed to another branch of the Personnel Service Division.

Develops, maintains and furnishes strength and statistical informa-
tion as required.
Control Unit: Maintains suspense files on actions pertaining to individuals
from information contained in personnel records and not otherwise availa-
ble to the other branches of the Personnel Service Division, Advises the
other branches of these actions and due dates.
Processing Unit: Initiates and controls processing of outgoing personnel
including installation clearances and transmission of personnel records.
Participates in the inprocessing of replacement personnel.

Functional Statement For The Administrative Machine Branch (AMB)
Office of the Chief: Responsible for operation of AMB.

Maintains ADPE liaison with other offices.
Responsible for efficient utilization of personnel and equipment.
Responsible for ADPE supplies and equipment.
Supervises systems studies for ADPS applications.

Management Office: Prepares and maintains AMB procedures.
Initiates all work orders.
Establishes personnel and machine management controls, including

scheduling.
Responsible for accuracy of personnel and machine time.
Receives and controls source documents.
Audits all AMB reports.
Prepares reports for distribution.
Maintains administrative files and office supplies.
Performs centralized programming for local ADPS processing re-

quirements.
Conducts systems analysis studies for ADPE local applications.

Files Maintenance Unit: Analyses and codes source documents required
for maintenance of punched card files.

Initiates and controls discrepancy forms to control errors in source
documents.

Performs operations necessary,to effect changes to punched card files.
Maintains all punched card files.

Data Reduction Unit: Performs card punch and key verifying operations.

AGO 20116A A2—3
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Operates automatic typewriter equipment for preparation of orders
and by-product tapes.
ADPE Unit: Performs all ADPE operations to update punched card files
and prepare reports.

Schedules personnel and ADPE in accordance with established man-
agement controls.

Maintains required level of supplies and equipment.
Provides driver for mobile equipment.

Equipment Maintenance Unit: Performs maintenance on all business
machines within the AMB, to include the 1005 Card Processor.

Performs maintenance work on mobile van equipment and generators.
Maintains supply of spare parts for machines.

A2-4 AGO 20116A

SimS
Pencil

SimS
Pencil



A
PP

E
N

D
IX

 2
-I

I

O
R

G
A

N
IZ

A
TI

O
N

 C
H

A
R

T

PE
R

SO
N

N
E

L
 S

E
R

V
IC

E
 D

IV
IS

IO
N

(S
3

00 <£
>

CT
S

C
H

IE
F

,
PE

RS
O

N
N

EL
 S

ER
V

IC
E

D
IV

IS
IO

N

Ad
mi

ni
st

ra
ti

ve
Ma
ch
in
e

Br
an
ch

A
Re
co
rd
s

Un
it

Pe
rs
on
ne
l

Ma
na
ge
me
nt

Br
an
ch 1

Pe
rs
on
ne
l

Ma
na
ge
me
nt

Te
am

i
Co
nt
ro
l

Un
it

Pe
rs
on
ne
l

Re
co
rd
s

Br
an
ch

Pe
rs
on
ne
l

Ac
ti
on

Br
an
ch

1
Pr
oc
es
si
ng

Un
it

Pe
rs
on
ne
l

Ac
ti

on
Te
am

i
Re
po
rt
s

Un
it

tf
l

R
ec

or
ds

Te
am

C
o

n
tr

o
l

Te
am

P
ro

ce
ss

in
g

Te
am

R
ep

o
rt

s
Te

am
en

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil



t>a
A

PP
E

N
D

IX
 2

-I
II

C
O

M
PO

SI
TE

 T
EA

M
 O

R
G

A
N

IZ
A

TI
O

N
(D

IV
IS

IO
N

)
o o

Ov
er
al
l 
Su
pv

Of
fi
ce
rs

NC
O

Ge
n 
Su
pp
or
t

Co
mp
os
it
e

Te
am
s

(N
ot
e 
1)

PE
RS
ON
NE
L 
RE
CO
RD
S 

BR
AN
CH

Br
ar
i'
c'
K"

Ch
ie
f

X X

Re
co
rd
s

Un
it

Su
pv X X X

Pe
rs
 S
p

X

Co
nt
ro
l

Un
it

Su
pv X

Pe
rs
 S
p

X

Pr
oc
es
si
ng

Un
it

Su
pv X

Pe
rs
 S
p

X

Re
po
rt

Un
it

Su
pv X

Pe
rs
 S
p

X

PE
RS
ON
NE
L

MA
NA
GE
ME
NT

BR
AN
CH

Su
pv X X

Pe
rs
 S
p

X
(N
ot
e 
2)

X
(N
ot
e.
 10

PE
RS
ON
NE
L

'A
CT
IO
N

BR
AN
CH

Su
pv X X

Pe
rs
 S
p

X
[N
ot
e 
3)

X
(N
ot
e 
U)

No
te
 1
, 

Se
ve
n 
(7
) 

co
mp
os
it
e 
te
am
s 
ar
e 
or
ga
ni
se
d 
to
 p
ro
vi
de
 s
pe
ci
al
iz
ed
 p
er
so
nn
el
 s
er
vi
ce
 t
o 
a 
fi
xe
d 
nu
mb
er

of
 d
iv
is
io
na
l 
un
it
s.
 
Ea
ch
 t
ea
m 
co
ns
is
ts
 o
f 
su
pe
rv
is
or
s 
an
d/
or
 p
er
so
nn
el
 s
pe
ci
al
is
ts
 a
s 

in
di
ca
te
d

in
 t
hi
s 
ch
ar
t.

N
ot

e 
2.

 
In

cl
ud

es
 P

er
so

nn
el

 M
an

ag
em

en
t 

S
pe

ci
al

is
t 

an
d 

C
le

rk
 T

yp
is

t

N
ot

e 
3.

 
C

le
rk

 T
yp

is
t

N
ot

e 
lu

 
T

he
 S

en
io

r 
Pe

rs
on

ne
l 

M
an

ag
em

en
t/A

ct
io

n 
S

pe
ci

al
is

t 
se

rv
es

 a
s 

th
e 

w
or

ki
ng

 s
up

er
vi

so
r 

in
 e

ac
h 

co
m

po
si

te
te

am
.

to 00 to

SimS
Pencil

SimS
Pencil

SimS
Pencil



AR 600-17

CHAPTER 3
RESPONSIBILITIES AND FUNCTIONS AT BRIGADE LEVEL

3-1. General, a. Except when organized as a
separate brigade, the brigade is not an administra-
tive headquarters. The battalion is the next
administrative headquarters below the division.
The brigade normally does not enter into admin-
istrative channels except for processing those mat-
ters pertaining to the brigade headquarters com-
pany and most officer actions. Rather, it advises
and assists in the administrative matters of attached
units.

b. Normally, only those matters which are re-
quired by Army regulations or which affect the
combat effectiveness of the command as a whole
are routed through brigade headquarters. The
Document Routing Channels Chart (app. 8-1) lists
those actions which should be routed through
brigade headquarters and those which should by-
pass it. Documents normally will come down from
the Personnel Service Division through the same
channels they follow on the way up.

c. Generally a brigade headquarters does not
handle individual actions but is concerned with the
overall personnel situation. The brigade is re-
sponsible for the training and the combat efficiency
of its attached units. To accomplish this, the
brigade should be provided with information on its
subordinate units' authorized and current strengths,
shortages, overages, known gains, and known losses.
At the discretion of the division commander,
brigade commanders may be authorized to direct
intrabrigade reassignments to ease critical shortages
and to make best use of personnel resources.

3-2. The brigade commander. The brigade
commander is responsible for supervising only those
personnel actions and documents going to or
through the brigade from subordinate units or
higher headquarters. In the field of personnel
management, the brigade commander's principal
assistants are the brigade SI and the personnel
staff noncommissioned officer. Their responsibili-
ties and functions are listed in paragraphs 3-3 and
3-4.

3-3. The brigade SI. a. The brigade SI has the
same responsibilities and functions in relation to

AGO 8383A

the brigade commander and the brigade head-
quarters company as the battalion Si does to the
battalion commander and companies of the bat-
talion (ch. 4). He supervises the brigade personnel
staff noncommissioned officer and provides him
with sufficient clerical assistance to carry out his
duties.

b. When the brigade is detached from the division
and second echelon personnel support teams are
attached to the brigade from the Personnel Service
Division to serve as a brigade personnel section, the
brigade Si performs the duties of personnel officer,
and the brigade personnel section services assigned
and attached units.

3-4. Responsibilities of the brigade personnel
staff noncommissioned officer, a. The brigade
personnel staff noncommissioned officer has the
same responsibilities, in relation to the brigade
commander and the brigade headquarters company,
as the battalion personnel staff noncommissioned
officer has to the battalion commander and the
companies of the battalion (those responsibilities
are more fully discussed in ch. 4). He is the princi-
pal liaison agent between the brigade commander
and the Personnel Service Division. He advises
the brigade commander and Si on all personnel
matters requested by the commander and, based
on his experience, on those matters which he feels
will be of value or interest to the commander and
SI.

b. He processes personnel actions of the brigade
headquarters company in the same manner as the
battalion personnel staff noncommissioned officer
processes those of the companies of the battalion.
He uses the battalion procedures in chapter 10 as a
guide, except that all actions will be forwarded
direct to the Personnel Service Division.

c. On personnel actions forwarded from battalions,
he will follow the procedures in chapter 9. When
practicable, he will develop standard procedures
for those actions not prescribed in this regulation.

d. He will maintain a policy file of decisions of
the brigade commander.1 On those actions where
the commander has set a policy, he prepares the

3-1
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action, has it signed, and forwards it to the Per-
sonnel Service Division. On actions where a policy
has not been set, he makes a recommendation to
the commander, and based on the decision of the
commander, prepares the action for forwarding.
If the decision sets a standing policy for the brigade,
it is added to the policy file. He reviews the policy
file periodically, and upon change of commanders.

e. The personnel staff noncommissioned officer
is supervised by the brigade Si. He maintains
statistical charts and keeps records of the status of
critical MOS's within the brigade, as determined by
the commander. Based on his knowledge of person-
nel strengths and weaknesses of the units, he makes
recommendations for reassignment of personnel
within the brigade. He accomplishes these actions
using information provided by the Personnel
Service Division.

/. He supervises the brigade headquarters com-
pany clerk oh all personnel matters, making
periodic visits and giving instructions and advice
as needed.

g. Normally, he supervises the personnel staff
noncommissioned officers of attached battalions
only in those matters which are forwarded through
or to the brigade. However, he should make
periodic staff visits to attached units to assist in
discovering their problem areas and in solving
them. He should also disseminate any information
received down through command channels, and
serve as a coordinator to disseminate solutions to
problems found in other battalions of the brigade.

h. When the brigade is detached from the divi-
sion and a second echelon support team is attached
to the brigade from the Personnel Service Division
to serve as a brigade personnel section, the personnel
staff noncommissioned officer will serve as the
personnel sergeant of the brigade personnel section.

i. In field operations many activities of the
personnel staff noncommissioned officer will be
curtailed or delayed because of communication and
transportation difficulties. In this type of operation
he should give particular attention to casualty
reporting, the awards and decorations program,
and combat reports as listed in FM 101-5.

3-2 AGO 8383A
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CHAPTER 4
RESPONSIBILITIES AND FUNCTIONS AT BATTALION LEVEL

4-1. General, a. Under the concept of central-
ized personnel administration, with the personnel
records being kept at division level, responsibilities
and functions pertaining to personnel matters at
battalion level have been changed. The responsi-
bilities and functions listed herein apply to separate
battalions as well as to those attached or assigned to
brigades, division artillery, or support command.
The only variance is that in separate battalions all
actions, requests, and documents are forwarded
direct to the Personnel Service Division.

6. The battalion commander is no longer re-
sponsible for the maintenance of the personnel
records of individuals assigned to his battalion.
This responsibility now belongs to the adjutant
general of the division. However, the battalion
commander must insure that accurate feeder
information which generates changes to personnel
records and reports reaches the Personnel Service
Division promptly. Basically, the battalion com-
mander is responsible for proper supervision over
all types of actions that come to or through his
headquarters from subordinate units or higher
headquarters, to insure that actions are made out
correctly and that proper responses are made in
accordance with regulations. Documents will flow
down from the Personnel Service Division through
the same channels they follow on the way up.
Appendix 8-1 lists the document routing channels.
The following exception will be made: If a docu-
ment is sent from a company direct to the Personnel
Service Division and must be returned for correc-
tion because of errors, it will be returned through
battalion headquarters. Thus, the battalion com-
mander will be aware of the quality of work being
forwarded direct by the companies and be able to
give appropriate advice and assistance to the units,
or take other corrective action as necessary.

c. All other responsibilities and functions relating
to personnel management of individuals assigned
to the battalion remain unchanged.

4-2. The battalion commander, a. The battalion
commander has responsibility for effective person-
nel management of individuals within his command

AGO 8383A

so as to build and maintain an efficient and effective
fighting force. The battalion commander is also
responsible for achieving maximum effective use of
military manpower by implementing the five prin-
ciples of personnel management:

(1) Place the right man on the right job
through efficient classification and careful
assignment.

(2) Stimulate the individual's desire to pro-
duce through adequate incentives.

(3) Capitalize on the individual's intelligence,
aptitudes, and interest through suitable
training.

(4) Utilize the individual fully on individual
tasks.

(5) Insure professional development of the
individual through intelligently planned
and varied assignments.

The battalion commander is relieved of the re-
sponsibility for maintenance of personnel records
of individuals assigned to his battalion and for
making recommendations on those routine person-
nel actions and documents initiated by his com-
panies and communicated direct to the Personnel
Service Division. He is responsible for providing
information which cannot be furnished by the
Personnel Service Division; processing all actions
affecting his commissioned personnel; processing
all requests for assignment or reassignment,
discharge or separation, and enlistment or reenlist-
ment; and processing reclassification actions, pro-
motions, and awards and decorations. He is
further responsible for taking proper action to
implement the Division Personnel Support System
and for insuring that the policies and procedures in
this regulation are complied with. He must
periodically reevaluate his requests and require-
ments for various rosters, reports, and statistics.
Will the reports to be furnished him from the
Personnel Service Division, as listed in chapter 6, be
sufficient for his purposes or will he need additional
information? Is this information actually needed
or is it "nice to know" or "in case I am asked"
information? All requests must be thoroughly and
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completely evaluated if administration is to be held
to a minimum.

b. In the area of personnel management the
battalion commander is assisted by the battalion
Si and the battalion personnel staff noncommis-
sioned officer.

4-3. The battalion SI. The battalion Si is the
principal commissioned assistant to the commander
on all personnel matters and actions pertaining to
the command. He has staff responsibility for all
matters pertaining to personnel as individuals. He
assists the commander by providing information,
making a continuous estimate of the personnel
situation, submitting recommendations, disseminat-
ing orders, and supervising the functions for which
he has staff responsibility. A detailed list of his
responsibilities and functions will be found in
FM 101-1 and FM 101-5. In addition, he super-
vises the personnel staff noncommissioned officer in
the performance of his duties and provides him
with necessary clerical assistance. If the personnel
staff noncommissioned officer is absent, the Si pro-
vides an individual to take over his duties. When-
ever his unit is detached from the division and a
second echelon support team is attached to the
battalion from the Personnel Service Division to
serve as a battalion personnel section, the battalion
Si assumes charge of this team and functions as the
personnel officer of the Battalion Unit Personnel
Section. The personnel staff noncommissioned
officer then functions as the personnel sergeant.

4-4. The battalion personnel staff noncommis-
sioned officer, a. Qualifications and training.

(1) The battalion personnel staff noncommis-
sioned officer must be a well trained and
carefully selected noncommissioned officer
as his functions form a key part of the
Division Personnel Support System. He
is not an assistant battalion sergeant
major and is not to be employed as such.

(2) Under the supervision of the SI, he func-
tions in relation to the commander in the
exact manner that the personnel officer
previously functioned. He is the staff
personnel advisor, coordinator and super-
visor at battalion level.

(3) He is under staff supervision of the brigade
personnel staff noncommissioned officer
for only those personnel matters or actions
transmitted to, through, or from the
brigade. On all other matters he is on
equal status with the brigade personnel
staff noncommissioned officer.

4-2

(4) On assignment, the personnel staff non-
commissioned officer should receive the
same nontechnical training provided newly
assigned personnel in the Personnel Serv-
ice Division. His familiarity with the
Personnel Service Division organization
and incumbents is no less important than
an understanding of his role in the Division
Personnel Support System. Initial train-
ing should emphasize that the personnel
staff noncommissioned officer represents a
technical extension of the Personnel Serv-
ice Division and should include summaries
of experience and techniques found suc-
cessful by other personnel staff noncom-
missioned officers. The Personnel Serv-
ice Division will provide personnel staff
noncommissioned officers with periodic
instructions on new or changing personnel
procedures and policies.

6. Responsibilities. The personnel staff non-
commissioned officer—

(1) Receives the Personnel Qualification Ros-
ter and the Personnel Inventory Report
from the Personnel Service Division, and
at the request of interested staff agencies,
extracts the information they require.
He keeps these reports and rosters current
from morning report entries, special orders,
etc., until the next rosters and reports are
furnished his unit.

(2) Furnishes the commander with necessary
reports and statistics, assembling his data
from the reports and rosters listed in (1)
above, from his copies of the unit morning
reports, from information obtained from
the Personnel Service Division or from
subordinate units, whichever can most
easily furnish the required information.
He keeps himself and the commander in-
formed on the strength of the unit, short-
ages, overages, and th^ status of gains
and losses. • /

(3) Functions as a liaison, agent between his
headquarters, subordinate units, and the
Personnel Service Division. He con-
solidates requests for information, as
stated in chapter 5 and contacts the Per-
sonnel Service Division for this informa-
tion, disseminating it upon receipt.

(4) Devotes much of his time to continuous
and personal contact with company

AGO 8383A

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil



AR 600-17

clerks, first sergeants, company com-
manders and the Personnel Service Divi-
sion. Concurrently he will keep the bat-
talion commander and the SI advised of
significant problems, trends, and ac-
complishments.

(5) Is responsible for proper processing and
handling, according to Army directives,
of all personnel matters sent to or through
battalion headquarters from subordinate
units or higher headquarters, and those
originated at battalion level. His detailed
responsibilities will be found in the pro-
cedures (ch. 10) covering these actions.
He will review personnel actions or docu-
ments being returned from the Personnel
Service Division to the companies for
correction to discover the reason for their
return, and will take necessary action to
prevent recurrence of the same type of
error.

(6) Insures that, where no procedure is
established or where the local command
has changed the document routing chan-
nel, the actions are administratively cor-
rect according to regulations; then, based
on his knowledge of regulations and the
unit's strength, mission, location and
special requirements, he makes appro-
priate recommendations to the commander
for action. He insures that the com-
mander's decision is prepared in proper
format and the action is forwarded as
required.

(7) Gives advice and assistance to company
clerks on the preparation and handling
of personnel matters. If necessary, he
conducts classes for the clerks in these
matters to insure high quality of work and
to correct common recurring errors. The
procedures contained in this regulation
should assist the personnel staff noncom-
missioned officer in his training mission.

(8) Serves as a technical expert and furnishes
guidance and information to first
sergeants, company clerks, and individ-
uals.

(9) Visits each subordinate unit at least once
a week and conducts necessary inspection
of files and procedures pertaining to
personnel matters.

(10) Consolidates and compiles requests for
special orders, checks them for validity,
and insures that the requests reach the
Personnel Service Division in accordance
with specified directives.

(11) In conjunction with the first sergeants,
controls the visits of soldiers to the Per-
sonnel Service Division. Chapter 7 lists
the detailed procedures to be followed in
controlling visits and arranging appoint-
ments at the Personnel Service Division.

(12) Maintains suspense logs on the prepara-
tion of Officer Efficiency Reports to insure
that they are returned to the Personnel
Service Division in accordance with
suspense dates.

(13) Whenever his unit is detached from the
division and a second echelon personnel
support team is attached to the battalion
from the Personnel Service Division to
serve as a battalion personnel section,
assumes charge of the team and functions
as the personnel sergeant of the battalion
unit personnel section.

c. Field operations. In the field, because of
limited communications and transportation, some
of his functions must be modified; e.g., he visits
units only as required; he does not conduct classes
for company clerks; and visits of soldiers to the
Personnel Service Division will probably be limited
and restricted to emergencies or other vital reasons,
thus simplifying the control of visits. Though his
other functions remain the same, they become more
demanding due to the requirements for 24-hour
operation, distance between units involved and the
Personnel Service Division, and limited communica-
tions facilities with accompanying difficulties of
gaining or transmitting information. In this type
of operation, particular attention should be given to
casualty reporting, the awards and decorations
program, and the combat reports listed in FM
101-5.
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CHAPTER 5
RESPONSIBILITIES AND FUNCTIONS AT COMPANY LEVEL

5-1. General. This chapter summarizes the
responsibilities and functions for personnel ad-
ministration at company level and sets forth
the changes in channels of communications and
the means of obtaining information necessi-
tated by the maintenance of personnel records
at division level. The company is the lowest ad-
ministrative headquarters in the chain of com-
mand. It is the level having the most direct
contact with the soldier. It is the initial point
of contact for a soldier with a problem or a re-
quest for some type of personnel action. All
personnel actions initiated by the soldier are
channeled through his company orderly room.
Thus it can be seen that the company is one of
the most important links in the chain. If an ac-
tion is not initiated correctly and expeditiously
at company level, it cannot be acted upon
promptly and efficiently at other administra-
tive levels. Detailed responsibilities and func-
tions of the company commander and the com-
pany clerk are listed in paragraphs 5-3 and
5-4. No specific delineation of the responsibili-
ties and functions of the first sergeant has
been made in this chapter since, in general,
there in no change from his present responsi-
bilities and functions. His responsibilities .in
regard to the control of visits to the Personnel
Service Division are listed in chapter 7.
^5-2. Authorized telephone communication
with Personnel Service Division. In order to fa-
cilitate prompt, efficient service from the Per-
sonnel Service Division and to insure the pro-
per utilization of the personnel staff noncom-
missioned officer as a technical advisor, re-
strictions should be imposed to preclude the
companies from making telephone calls to the
Personnel Service Division. In addition to the
procedures established to control visits to the
Personnel Service Division as outlined in chap-
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ter 7, the following restrictions should be im-
posed :

a. The company may telephone direct to the
records clerk of the composite team serving the
unit at the Personnel Service Division in indi-
vidual cases for the following types of infor-
mation required to complete a personnel ac-
tion:

(1) Data available from a soldier's per-
sonnel records (MPRJ and the Enlisted Quali-
fication Record).

(2) Record of previous convictions or
other extracts from personnel records.

o. Requests for all other types of informa-
tion will be channeled through the next higher
headquarters. Examples of these requests are
as follows:

(1) Information on status of actions.
(2) Information on procedures.
(3) Information of future or scheduled

actions.
(4) Information on items requiring ad-

vice, personal judgment or influence.
(5) Information on specified categories or

groups of personnel (lists of Military Occupa-
tional Specialties, Expiration Term of Service
Rosters, etc.).

5-3. The company commander, a. General.
The company commander remains as the pri-
mary manager of his personnel. His primary
assistants are his executive officer, first ser-
geant, and company clerk. The latter is the key
point of contact for soldiers of the unit on sim-
ple and routine personnel and administrative
matters where direct contact with the first ser-
geant or an officer is not required.

b. Responsibilities, The company com-
mander—

(1) Is responsible for the proper utiliza-
tion of soldiers based on their enlisted military
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occupational specialties, training experience,
desires, and the needs of the unit. He is aided
in this area by the advice, assistance, and coop-
eration of the brigade or battalion personnel
staff noncommissioned officer and the Person-
nel Service Division. All assignments, reas-
signments, and changes of duty position should
be fully coordinated to insure that they are in
the best interest of the Army, the unit, and the
soldier. All changes in status of the soldier
must immediately be brought to the attention
of the Personnel Service Division; especially
those items which affect the soldier's perform-
ance of duty, such as change of medical fitness
profile, changes in duty assignment, or changes
in the security requirements of his duty posi-
tion.

(2) Is responsible for the initiation of re-
classification action when he determines a sol-
dier is inefficient, is better qualified in a higher
military occupational specialty, or is physically
incapable of performing duty in his primary
military occupational specialty.

(3) Authenticates the unit morning re-
port, orders and other documents, and takes
action on and forwards personnel actions in
accordance with Army regulations and the
Documents Routing Channels Chart.

•fc(4) Is an appointment and reduction au-
thority as authorized in AR 600-200 and as
modified by local directives.

5-4. The company clerk, a. General. In most
cases, the company clerk is the initial link in
the chain of personnel actions. He should be a
mentally mature individual with a desire to as-
sist the soldier with his problems. He has

.many responsibilities and functions and, de-
pending on his attitude and efficiency, can be a
great asset or liability to the Army personnel
system.

6. Duties and responsibilities. The company
clerk—

(1) Prepares the unit morning report,
using information available within the unit or
received from higher headquarters. Informa-
tion will be obtained from such items as special
orders, unit orders, individual sick slips, hospi-
tal admission and disposition reports, leave re-
quests, sign in-out registers, etc. He should
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maintain a 31-day suspense file to insure that
entries are made on the correct date,

*<2) Rescinded
(3) Prepares all personnel actions re-

quested by soldiers or the company commander
in accordance with the procedures covering
these actions. Detailed responsibilities for most
types of actions he will encounter are listed in
chapter 11. For actions not covered by stan-
dard procedures or in complicated cases, he
will seek the assistance of the personnel staff
noncommissioned officer.

(4) Obtains information from the person-
nel records of soldiers of his unit, when
needed, in accordance with paragraphs 5-1 and
5-2.

(5) Assists in arranging appointments at
Personnel Service Division for soldiers of his
unit through the first sergeant and the person-
nel staff noncommissioned officer.

(6) Maintains the company files in accord-
ance with AR 345-215 or as modified by local
commanders.

(7) In time of combat, prepares casualty
feeder reports and forwards them to the Per-
sonnel Service Division.

In accordance with instructions and
guidance received —

(a) Prepares unit orders for assignment
of additional duties within the company, and
assumption of command by the company com-
mander as authorized in AR 310-10.

(b) Prepares charge sheets and allied
papers for courts-martial, and prepares com-
mander's recommendations for board actions to
eliminate undesirable soldiers.

(c) Initiates DA Form 268 (Report for
Suspension of Favorable Personnel Action) to
flag records of personnel under charges or in-
vestigation in accordance with AR 600-31 and
Procedure 11-2-11.

(d) Maintains the company punishment
book.

(9) Prepares and types miscellaneous cor-
respondence and forms as directed by the com-
pany commander, executive officer or first ser-
geant.
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CHAPTER 6

REPORTS AND SPECIAL ACTIONS PROVIDED BY

THE PERSONNEL SERVICE DIVISION

6-1. General. This chapter sets forth the capa-
bilities of the Personnel Service Division for
preparing personnel reports and furnishing
special actions. The reports listed are those
furnished to staff sections outside the adjutant
general section, and to units below division
level. Recurring reports are those furnished
automatically without request, usually to meet
a one-time requirement.

-2. Data processing capabilities, a. The fol-
lowing data will be maintained on punched
cards for each individual assigned to the divi-
sion and can be made available in any sequence
or format desired by commanders :

(1) Name
Military Personnel Classification
Social Security Account Number
Grade
Duty Detail Branch
Proficiency Pay Designator
Physical Category
Control Branch
Language
Additional Skill Identifier
MOS— Primary
Race
Service Component
Sex
Expiration of Service Agreement
(Mo-Yr)
ETS (Mo-Yr)
Area or Curr or Last Completed Fgn
Svc Tour/Tvl Status
DEROS (Mo-Yr)
DROS (Mo-Yr)
MOS— Duty
UIC (Subunit)
UIC (Parent Unit & MRIC)

(2)
(3)
(4)
(5)

- (6)
(7)
(8)
(9)

(10)
(11)
(12)
(13)
(14)
(15)

(16)
(17)

(18)
(19)
(20)
(21)
(22)

AGO 20116A

(23) Type of Transaction
(24) Date of Transaction
(25) Security Invest Status
(26) Number of Dependents
(27) Intransit Code
(28) Service Agreement Code
(29) Foreign Service Availability
(30) Elig for Additional Pay
(31) Non-CONUS Residence
(32) BPED (Mo-Yr)
(33) BASD (Mo-Yr)
(34) TOE/TDA Paragraph Number
(35) TOE/TDA Line Number
(36) Date of Rank (Day-Mo-Yr)
(37) Date of Loss (Mo-Yr)
(38) Rotation Date (Day-Mo-Yr)
(39) Date of Birth (Day-Mo-Yr)
(40) Basic Branch
(41) Citizenship (Country)
(42) GT Aptitude Area Score
(43) Last PCS (Mo-Yr)
(44) Education Level
(45) Additional Spec Qual
(46) Accrued Leave
(47) MOS—Secondary
(48) Security Clearance
(49) Marital/Dependency Status
(50) Armed Forces Res Medal (Mo-Yr)
(51) Non-Conus Resident ETS Date

(Mo-Yr)
(52) Adjust FSA Code Suspense (Mo)
(53) Efficiency Report (Mo)
(54) Completion of OJT (Mo)
(55) Photograph (Mo-Yr)
(56) Good Conduct Medal (Mo-Yr)
(57) FHA (Mo)
(58) 17i/.> Years Fed Svc (Mo-Yr)
(59) Mandatory Retirement (Mo-Yr)
(60) Eligible for Promotion (Mo-Yr)
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(61) Eligible for Appointment (Mo-Yr)
(62) DA Forms 41 and 66 (Mo)
(63) DA Forms 20 and 41 (Mo)
(64) Adjust BPED (Mo)
(65) Smallpox (Mo-Yr)
(66) Typhoid (Mo-Yr)
(67) Tetanus (Mo-Yr)
(68) Medical Exam (Mo-Yr)
(69) Format Identification

b. The Chief of the Personnel Service Divi-
sion coordinates punched card service and ap-
proves requests for recurring and special re-
ports. Punched card operations take place in
the Administrative Machine Branch where
these four basic functions of data processing
are performed:

(1) Collecting source data.
(2) Controlling.
(3) Updating records.
(4) Producing reports and statistics.

•*• 6-3. Recurring reports (punched card). This
section describes reports and services to be
provided by the Personnel Service Division on
a recurring basis. Examples of these reports
are provided in appendixes 6-II, 6-III, 6-IV,
and 6-V. See paragraph 6-4 for requesting
punched card services in addition to those
listed in this section.

a. Personnel Inventory Report (Machine)
(Miscellaneous Strength, DA Form 2471).

(1) Purpose. Provides information to as-
sist in effecting personnel management actions,
personnel requisitions, assignments, reassign-
ments, promotions, etc. It provides a means of
coordination between division and higher head-
quarters on personnel management. It provides
all concerned with a picture of the work force
available to accomplish prescribed missions.

(2) Description. The Roster is prepared
in four parts.

(a) Part I is a concise summary of each
MOS authorized to all divisional units, and re-
flects for officer and enlisted personnel the
number, by grade, performing duty in each au-
thorized MOS. This information is further bro-
ken down to include number having authorized
MOS as PMOS, number having a PMOS that is
different from authorized MOS, and number of
projected gains and losses for the 1st through-
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6th subsequent months following effective date
of report. Also included in this part is the
number of enlisted persons who have been
awarded proficiency pay.

(b) Part II reflects the same informa-
tion for officer and enlisted personnel as Part I,
except that Part II is prepared for each battal-
ion and separate company assigned to the divi-
sion and is a concise summary of each separate
MOS authorized within battalion or separate
company. This roster includes gains projected
for six periods (1—6 months) following effec-
tive date of report.

(c) Part III reflects only the number of
officer and enlisted personnel having a differ-
ent PMOS from the authorized MOS in which
they are performing duty. The report for en-
listed personnel also indicates number who
have been awarded proficiency pay. Part III is
prepared for each unit assigned to the division
and is a concise summary of each separate
MOS authorized 'within the unit.

(d) Part IV reflects the same informa-
tion for officer and enlisted personnel as con-
tained in Part I, except Part IV is prepared for
each unit assigned to the division and is a con-
cise summary of each separate MOS authorized
within the unit. Part IV does not reflect pro-
jected gains; however, projected losses for
seven periods (1—7 months) from effective
date of the report are shown.

(3) Frequency. Prepared monthly as of
the last day of the month and completed for
distribution by the 3d working day of follow-
ing month.

(4) Distribution. Part I. Original to divi-
sion CofS, 1st carbon copy to division, Gl, 2d
carbon copy to division AG, 3d and 4th carbon
copies to Chief, PMB/PMD, 5th carbon copy
for AMB/AMD. Distribution will be made to
incumbents of equivalent positions for Person-
nel Service Companies.

Part II. Original and first carbon copy
to PMB/PMD, 2d and 3d carbon copies to bri-
gade, battalion, or separate company, 4th car-
bon copy to Chief, PSD/PSC, 5th carbon copy
for AMB/AMD.

Part III. Original and first four carbon
copies to Chief, PMB/PMD. 5th carbon copy
for AMB/AMD.
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Part IV. Original and first carbon copy
to PMB/PMD. 2d and 3d carbon copies to bat-
talion or separate company. 4th carbon copy to
Chief, PSD/PSC. 5th carbon copy for
AMB/AMD.

b. Personnel Information Roster (Machine)
(DA Form 2472).

(1) Purpose. To establish personnel man-
agement communication between the personnel
officer and unit commanders or staff supervi-
sors, as appropriate.

(2) Description. Prepared for officers and
enlisted personnel. Reflects TOE/TD autho-
rized positions and individuals assigned to duty
positions, by name and.TOE/TD paragraph/
line numbers. Includes PMOS, SMOS, date of
loss, proficiency pay designator, date of rank,
surplus personnel, personnel shortages, and at-
tached personnel.

(3) Frequency. Prepared semimonthly as
of the 15th and last day of the month. It is
completed for distribution by the 5th working
day after the 15th calendar day and 5th work-
ing day of following month.

(4) Distribution. Original and first three
carbon copies for staff sections, as applicable.
Original and first two carbon copies for units,
as applicable. 3d carbon copy to battalion. 4th
carbon copy to Chief, PMB/PMD. 5th carbon
copy for AMB/AMD.

c. Personnel Qualifications Roster (Machine)
(DA Form 2473)

(1) Purpose. To provide commanders with
supplemental qualifications data on individuals,
as extracted from personnel records.

(2) Description. Separate rosters are pre-
pared alphabetically for officer and enlisted per-
sonnel by morning report unit to reflect indi-
vidual supplemental qualifications such as ed-
ucational level, physical category, BPED,
BASD, etc.

(3) Frequency. Prepared monthly as of the
last day of the month. Completed for distribu-
tion by the 5th working day of the following
month.

(4) Distribution. Original and 2d carbon
copy to battalion. 1st carbon copy to company.
3d carbon copy to PRB/PRD. 4th carbon copy
to Chief, PMB/PMD. 5th carbon copy for
AMB/AMD.
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d. Personnel Suspense Roster (Machine)
(DA Form 2474)

• (1) Purpose. To provide notification that
specific suspense actions are due or overdue, so
that individual records may be updated.

(2) Description. Roster is prepared in two
parts. Part I contains suspense actions that
PSD must complete. Part II lists suspense ac-
tions that the unit must complete. Roster is
prepared for each morning report unit; it
shows name, SSAN, grade, and specific sus-
pense action required for officer and enlisted
personnel. Roster is accompanied by punched
cards for each individual and suspense action
to serve as the updating document.

(3) Frequency. Prepared monthly as
of last day of the month. Completed for distri-
bution by the 6th working day of following
month.

(4) Distribution. Original, first four car-
bons, and suspense cards to Chief, PRB/PRD.
Fifth carbon for AMB/AMD.

-4. Special reports (punched card). Using
agencies should forward requests for personnel
information or reports, not currently being
provided, to the Chief, Personnel Service Di-
vision. The ADPE Work Request (DA Form
2749-R) (fig. 9-1-2.1) will be used to request
special reports. DA Form 2749-R will be re-
produced locally on 8- by 10V&-inch paper.
Punched card files must be updated with
changes from source documents before any re-
port can be produced. About 24 hours is re-
quired for this operation and this time factor
must be considered when making requests for
current data. Up to an additional 48 hours may
be required to prepare, edit, assemble, and dis-
tribute the completed report, depending on its
volume. If the request is for data not contained
on punched cards, as listed in paragraph 6-2,
the data normally cannot be furnished through
the use of punched card machines. If the need
develops, personnel data not maintained on
punched cards may be collected, transcribed to
the card, and the report prepared mechani-
cally. However, it must be realized that collect-
ing raw data and establishing punched cards
for 15,000 troops is time consuming and less-
ened responsiveness must be expected. There-
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fore, the need for additional data in punched
card form must be made known as far as possi-
ble in advance of the date the completed report
is required.
6-5. Recurring reports (manual). The following
manually prepared reports will be furnished
by the Personnel Service Division. The first
five reports are prepared manually only when
punched card equipment is not available. It is
contemplated that as experience with the Per-
sonnel Support System increases, many of the
current manual reports will become mecha-
nized. These reports are considered to be the
minimum necessary for efficient operation of
division personnel administration. Additional
reports may be required to meet local condi-
tions or to meet the desires of commanders.
However, requests for additional reports must
be screened carefully to determine if the need
for the report outweighs the administrative
workload required to produce the report,

a. Personnel Information Roster (Manual).
(1) Purpose and format. This roster will

have the same purpose and format as the
punched card machine prepared roster (para
6-3).

(2) Frequency. It is prepared monthly as
of the last day of the month.

(3) Distribution. The original and 3 cop-
ies are forwarded to the company or appro-
priate division staff section, the fourth copy is
filed within the Personnel Management
Branch, Personnel Service Division.

b. Personnel Inventory Report (Manual).
(1) Purpose and description. This report

is made in three parts which have the same
purpose as Parts I, II, and III of the punched
card machine prepared report (para 6-3).

(2) Frequency. It is prepared monthly as
of the last day of the month.

(3) Distribution.
(a) Part I. Copies are prepared for bat-

talion and separate company headquarters and
Personnel Management Branch.

(b) Part II, Copy prepared for Person-
nel Management Branch.

(c) Part III. Copies prepared for divi-
sion Gl, adjutant general and Personnel Man-
agement Branch.

•fac. Rescinded
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d. Identification of Enlisted Alien Personnel.
(1) Purpose. This report provides a cur-

rent roster of enlisted aliens assigned to each
unit of the division.

(2) Description. This is a roster of alien
enlisted personnel assigned to each unit, show-
ing name, grade, service number, duty MOS,
and duty position.

(3) Frequency. It is prepared monthly as
of the last day of the month.

(4) Distribution. Copies of the report are
prepared for each company, battalion S2, the
division G2, and the Personnel Service Divi-
sion. —

e. Educational Level Survey.
(1) Purpose. This report provides unit

and battalion commanders, and the division Gl
with the educational level of all assigned per-
sonnel.

•^(2) Description. Shows number of
officers, warrant officers, and enlisted person-
nel who have completed various levels of civil-
ian education.

(3) Frequency. As required.
(4) Distribution. Copies are prepared for

each unit, battalion headquarters, the division
Gl, and Personnel Service Division.

/. Consolidated Strength Report.
(1) Purpose-. This report provides se-

lected division staff officers with current divi-
sion strengths.

•A-(2) Description. It provides the strength
of the division by battalion showing autho-
rized, operating, attached, etc., strengths of of-
ficers, warrant officers, and enlisted personnel,
as extracted from morning reports.

(3) Frequency. Daily.
(4) Distribution. Copies of the report are

provided for the division Gl, adjutant general,
and Personnel Service Division.

g. Officer Strength Report by Branch.
(1) Purpose. This report provides se-

lected division staff officers with current officer
strengths and assists in preparation of officer
requisitions.

(2) Description. It is a report showing
strengths of officers by unit, grade and branch.

(3) Frequency. Daily.
(4) Distribution. Copies of the report are
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^provided for the division Gl, adjutant_general,
and Personnel Service Division.

h. Monthly Officers Roster.
(1) Purpose. This roster may be used as a

locator and furnishes a ready reference for all
division officers. _ _____ _.

(2) Description. It is a roster of officers
by battalion, providing- selected information on
each officer in the division.

(3) Frequency. The roster is prepared
monthly as of the last day of the month.

(4) Distribution. Copies are furnished to
all units and division staff sections.

i. Report of Savings Program (AR 608-15).
(1) Purpose. This report furnishes each

commander information on the progress of the
savings program within his unit.

•£(2) Description. The report shows the
number and percentage of personnel partici-
pating in the savings program and includes of-
ficer and enlisted personnel purchasing savings
bonds, recapped by company and battalion.

(3) Frequency, It is prepared monthly as
of the last day of the month.

(4) Distribution. Copies are provided for
each company and battalion headquarters, the
division savings officer, and Personnel Service
Division.

6-6. Special reports (manual). Requesting
agencies must screen carefully all requests for
special reports to determine the urgency or ne-
cessity for the report before submitting it to
the Personnel Service Division. They must re-
alize that responsiveness to requests for special
reports will be much slower when reports must
be prepared manually. Requests for reports
containing financial information normally will
be made to the division finance officer. They
will be referred to the Personnel Service Divi-
sion only when the information required is not
available in the finance office.

6-7. Teams, a. Special purpose teams.
(1) Special purpose teams will be sent to

units from the Personnel Service Division to
render personnel services for large groups of
personnel when, in the opinion of the Chief of
the Personnel Service Division, they can better
be accomplished at the unit. Examples of such
actions are—

AGO 20116A
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(a) Outprocessing of large groups.
i f ( b ) Rescinded,

(c) Personal affairs.
(2) The scheduling of special purpose

teams will be coordinated by the Chief of the
Personnel Service Division with the appro-
priate personnel staff noncommissioned officer.
The size and composition of the special purpose
teams should be determined by the type of ac-
tion and the number of soldiers requiring ser-
vice.

(3) The following examples are suggested
guides for determining use of special purpose
teams:

(a) Outprocessing. Use should be based
on the forecast of losses.

(b) Personal affairs. Teams should be
sent to units periodically on a schedule devel-
oped from experience with each unit.

(c) Other actions. A personnel staff
noncommissioned officer may request special
purpose teams from the Personnel Service Di-
vision when he feels processing of an action
can be performed more profitably at the unit.
He will coordinate with the team leader of the
Personnel Service Division functional team
primarily concerned with the action, giving in-
formation on the type of action and the num-
ber of soldiers involved.

(4) The personnel staff noncommissioned
officer will provide an adequate work area and
insure that the soldiers to be processed are pre-
sent and possess all required documents.

T^-6. Second echelon support teams
(1) Second echelon support teams from

the Personnel Service Division should be at-
tached to units of battalion or larger size,
when they are detached from the division for
over 30 days. These teams should be composed
of personnel from the Personnel Records, Per-
sonnel Management and Personnel Actions
Branches of the Personnel Service Division.
Normally they will be the clerks who maintain
the personnel records of the detached unit. A
typical battalion-size second echelon support
team is shown in appendix 6-VI.

(2) Determination of the advisability of
attaching a second echelon support team to a
unit should be made by the division adjutant
general, after considering the desires of the af-
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fected commander. Two factors to consider in
making the decision are the length of the de-
tachment and the distance of the unit from the
Personnel Service Division. Second echelon
support teams should be attached to the unit
only when a loss of efficiency would result
from maintaining the records at the Personnel
Service Division.

(3) When a battalion or brigade is at-
tached to another division for a prolonged pe-
riod (normally over 30 days), the second eche-
lon support team should be integrated into the
Personnel Service Division of the new division.
However, if the battalion or brigade is de-
tached for separate operations, the procedures
in (a) and (b) below will be used.

(a) When a battalion is detached from
the division, the second echelon support team
will be attached to the battalion headquarters
to form a battalion personnel section. In this
case, the battalion personnel staff noncommis-
sioned officer will function as a personnel ser-
geant and the battalion SI as personnel officer.

(b) When a brigade with attached bat-
talions is detached from the division, the sec-
ond echelon support teams may be attached in
either of two ways—

1. Attached to brigade headquarters.
The brigade operates a personnel section for
all assigned and attached units. The brigade

28 May 1969

personnel staff noncommissioned officer should
function as personnel sergeant and the brigade
SI as personnel officer. There should be no
change in the functions of battalion personnel
staff noncommissioned officers except that they
should deal with the second echelon support
team attached to brigade headquarters instead
of with the Personnel Service Division.

2. Attached to battalion headquarters.
Each battalion operates a separate personnel
section as shown in (a) above, and the person-
nel records of the brigade headquarters are in-
tegrated with those of the battalion.

(4) The method of attachment to be used
should be determined jointly by the division
adjutant general and the affected brigade com-
mander prior to detachment.

(5) When a unit is attached to another di-
vision, the individual punched cards are trans-
ferred to the new division with the other per-
sonnel records. When the unit operates sepa-
rately, the cards will be retained by the parent
division, and the detached unit will operate
manually. The personnel section formed by the
second echelon support team will act on docu-
ments received based on the authority dele-
gated to the commander. Actions or documents
requiring higher headquarters approval or ac-
tion will be forwarded to the next higher head-
quarters for necessary action.

6-6 AGO 20116A
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*APPENDIX 6-1

AUTOMATIC DATA PROCESSING EQUIPMENT

(ADPE) WORK REQUEST (DA FORM 2749-R)

1. ADPE Work Request (page A6-2). This form is designated to facilitate
and control requests for ADPE services by using agencies. The form should
be submitted in duplicate to the Chief of the Personnel Service Division
(PSD), who will provide such assistance as may be necessary for its com-
pletion. A brief explanation to the requesting agency for the completion of
the ADPE Work Request follows:
Item No. Title

DATE
AMB/AMD CONTROL NO.

TO
PROM

1. JOB REQUESTED

2. TITLE OF JOB
3. PERSONNEL OR UNITS

CONCERNED

4. ADDITIONAL QUALIFYING
DATA

5. SPECIFICATIONS:
a. SERVICE REQUESTED

b. FREQUENCY

c. DATA

d. EFFECTIVE DATE

e. DUE DATE
DISTRIBUTION

1 Entry

Date the request is initiated.
Number assigned by the AMB/AMD for re-
quest control purposes.
Chief, PSD or CO, PSC.
Self-explanatory.
Check in appropriate box to show that the
request is for one-time or recurring service.
Descriptive title for the requested service.
Checks in appropriate boxes to identify
types of personnel to whom the request ap-
plies; suspense data or other data desired;
and units to which the request applies.
Explained on DA Form 2749-R.

Check in appropriate box to show the for-
mat of requested service (summarized in-
formation is considered as a statistical re-
port). Number of copies desired. Sequence
of data (e.g., alphabetically by grade or
unit; alphabetically within grade, MOS,
and unit).
Check in appropriate box to show frequency
of requested service.
Specific data to be included on completed
job (e.g., unit designation, column headings,
individual names, MOS, service numbers,
grades, authorizations, sub-totals, or to-
tals) .
Date on which the requested data is to be
current (i.e., as of 2400 hours on the date
specified).
Explained by Note 4 on DA Form 2749-R.
Description of each item, if requested ser-
vice includes several parts or listings. Num-

AGO 201I6A A6-1
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APPENDIX 6-I-Continued
ber of copies to be distributed to each recip-
ient. Identity of each recipient. Method of
distribution (e.g., routine messenger ser-
vice, special courier, or telephone).

DESCRIPTION OF USE Explained on DA Form 2749-R,
REMARKS Statements deemed appropriate, such as

reference to telephone calls, authority for
the request, and clarifying information not
shown elsewhere on the request.

NAME, TITLE, AND Self-explanatory.
SIGNATURE

2. Use of form. On receipt of the completed ADPE Work Request, the
Chief of the PSD will determine the action to be taken and return the du-
plicate copy to the initiator. Use of this work request is not intended to
limit request for ADPE service but is to serve as a guide for using agencies
to insure they obtain needed information in the desired format. The ADPE
Work Request will also provide the necessary controls and information to
establish machine procedures, scheduling, and distribution. Use of this
form does not preclude verbal requests for machine services when the ur-
gency of the request may demand immediate action. Telephone request for
items of data on an individual may be made at any time.

A6-2 AGO 20116A
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APPENDIX 6-I-Continued

ADPE WORK REQUEST AMB/AMD CONTROL NUMBER

TO;

1. JOB REQUESTED (Check appropriate block.),

\ —— ] SPECIAL. | | RECURRING

FROM:

Z. TITLE OF JOB

3. PERSONNEL OR UNITS CONCERNEDfC/iecJc applicable biocfcfaJJ.

( 1 OFFICER | | W A R R A N T OFFICER I I ENLISTED

d A C C O U N T A B L E

Q ATTACHED

I | ABSENT

Q AUTHORIZED

1 I SUSPENSE DATA (Specify)

\ I OTHES (Specify)

1 | UNITIS)

Q DIVISION

1 | BR15 ADE

I | BATTALION

[ | COMPANY

1 1 SECTION

I | DETACHMENT

O OTHEH (Specify}

4. ADDITION A L QUALIFYING DATA (Describe, fully all necessary data or ree-uirementa to bo usod in (he eiiminafion or selection of (ho
personnel or unlit Indicated.)

B. SPECIFICATIONS

a. SERVICE REQUESTED b. . FREQUENCY

COPIES

| 1 ROSTER/LISTING

Q PUNCHED CARDS

1 I OTHER (5pocifyJ

SEQUENCE

I ] DAILY

| | WEEKLY

| __ | MONTHLY

Q ONE-TIME

|~~] OTHER (Specify)

c. . D A T A (Specify dolo [o be indicated on cards, coatfca/l istinga or reports.).

d. .EFFECTIVE DATE (As of data) e. .DUE DATE (See (Vofe 4 on roversa.)

6. DISTRIBUTION BY AMB/AMD (List each copy)

DESCRIPTION OF ITEM COPIES RECIPIENT METHOD

DA FORM 2749-R, 1 May 69

AGO 20116A
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APPENDIX 6-I-Continued

D E S C R I P T I O N OF use (Include • brie/ »ta foment of what the report will be utod lor.).

REMARKS

TYPED NAME AND TITLE OF REQUESTING PERSONNEL SIGNATURE OF REQUESTING PERSONNEL

1. Separate Work Requests are required for each job or
parts thereof containing separate specifications.

2. Identified' samples of completed job or report format
may be submitted if deemed necessary.

3. The Personnel Svc Div/Co will return one copy of
the Work Request as acknowledgment indicating action

NOTES

to be taken and any changes due to technical necessity.

4. "Due Date" is date completed work is due-in the
hands of the requesting agency. Consideration must be
given tothe volume of job and prior requirements placed

on the AMB/AMD. Normally 72 hours will be the mini-
mum time in which a punched card report can be prepared.
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AR 600-17

CHAPTER 7
CONTROL OF VISITS TO THE PERSONNEL SERVICE DIVISION

7-1 General. One important factor in increasing
operational effectiveness of the Personnel Service
Division is the control of visits by soldiers. Re-
sponsibility for controlling these visits rests jointly
with the Personnel Service Division and the unit to
which the soldier is assigned If it is necessary for a
soldier to visit the Personnel Service Division, the
following will be observed:

a. Visits will be limited to the afternoon hours
only, except in emergencies.

6. Visits will be by appointment only. Pro-
cedures for scheduling appointments are contained
in paragraph 7-3. t

7-2 Use of inquiry form letter. Upon receipt of
a request from a soldier for information or data
that cannot be handled by telephone or is not
available in the unit, consideration should be given
to obtaining the information by use of an inquiry
form letter. An inquiry form letter of the type
shown in appendix 7-1 is a locally reproduced form
letter upon which the soldier places certain basic
data to identify himself and his unit, and then
states specifically the nature of his inquiry. The
inquiry form letter is then sent direct to the Per-
sonnel Service Division where the inquiry is
answered and the completed form letter is returned
to the soldier concerned.

7-3 Scheduling appointments, a. If a soldier
states he wishes to visit the Personnel Service
Division on a business matter, appointments will be
made in the following manner:

(1) The soldier will request an appointment
to visit the Personnel Service Division
through his first sergeant.

(2) If the first sergeant cannot furnish the
required information, he should consider
the factors listed below. If necessary he
should then contact the personnel staff

noncommissioned officer at his next higher
headquarters to inform him of the request.

(a) Is the information available within the
unit?

(b) Can the information be obtained by
telephone?

(c) Can the information be obtained within
a reasonable time by use of an inquiry
form letter?

(3) If the personnel staff noncommissioned
officer cannot furnish the required infor-
mation, he will contact the appropriate
specialist at the Personnel Service Division
and arrange an appointment for the
soldier to visit the Personnel Service
Division.

(4) Upon notification of the appointment from
the personnel staff noncommissioned of-
ficer, the first sergeant will prepare an
Appointment Format (app. 7-II) ,and
have the soldier report to the personnel
staff noncommissioned officer at a speci-
fied time to meet his transportation, if
transportation is required.

(5) The personnel staff noncommissioned of-
ficer will make all necessary arrangements
for transportation to and from the Person-
nel Service Division for those soldiers
scheduled for appointment.

(6) Emergencies will be handled on an in-
dividual basis.

b. Appointment Format (app. 7-II) must be
examined to insure that there has been no deliberate
waste of time by individuals concerned, and to
determine if there is a pattern to the reasons for the
visits to the Personnel Service Division. If there
is, the Personnel Service Division should be notified
so that corrective action may be taken.

AGO 83S3A 7-1
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AR 600-17

APPENDIX 7-1
SAMPLE INQUIRY FORM LETTER

(Heading)

SUBJECT: Request for Information

TO: CG, ____Division
ATTlfi————

(Last Name, first name, initial; (Grade; I Service Nr;

Bequest the following information be provided on/for the above
named soldier:

(Initials of Co Clerk or 1st Sgt) (Signature of Requestor;

1st Ind

TO: FBOM: CG,______Division DATE:

( ) Requested information is not available. If the requested inform-
ation is still desired it may be requested from___________

( ) Requested information is furnished belmri

(Signature and title;

FL XXX (Date)
AUU »3B3A A7—1
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AR 600-17

APPENDIX 7-H
APPOINTMENT FORM

POHIAT

(Last Name, First Name, Initial)

Appointment ̂  *.h *
(Name)

Reason for appointment

(Signature of First Sergeant)

(Service Nr) Unit
nn __Tin-ha f-

(Bldg nr)

(Signature of Personnel Staff NCO)

Time left unit Time arrived PSD Time left PSD Time arrived unit

(Signature of Team Leader PSD)
THTS FORM MIST RE PRESENTED TO THE FIRST SERGEANT

A7-2 AOO8383A
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CHAPTER 8

DOCUMENT ROUTING

8-1. General, a. To insure that the division
personnel support system operates effectively
and efficiently, Part II contains standing oper-
ating procedures to be followed in the process-
ing of personnel matters. Not all actions or
documents that may occur or originate in a
unit are covered by specific procedures. Only
those most common have been standardized.
These procedures are broken down into specific
actions to be taken at various levels of com-
mand by the company clerk and the battalion
or brigade personnel staff noncommissioned of-
ficer. The numbering sequence used in these
procedures is a series of three numbers, each
separated by a dash and representing definite
items.

(1) The first number represents both the
chapter where the procedure is to be found,
and the specific level of command represented,
i.e., 9 is Brigade, 10 is Battalion and 11 is Com-
pany.

ic(2) The second number enables the pro-
cedures to be subdivided into functional areas
as follows:

Code digit Functional
1 Personnel Management
2 Personnel Actions and Personal Affairs
3 (Rescinded)
4 Records
5 General Administration

(3) The third number is the specific pro-
cedure to be followed, e.g., Procedure 9-1-1 is
the first procedure under Personnel Manag-
ment at Brigade level, and Procedure 11-4-3 is
the third procedure under Records at Company
level.
Procedures established for higher level organi-
zations, i.e., brigades or battalions, are based
on document routing channels in appendix 8-1.
If a document is to bypass a headquarters, no.

AGO 20116A

procedure for processing that document ' at
that level was written.

b. No specific procedure has been written
covering requests from unit commanders for
personnel records from the Personnel Service
Division. These requests will be handled by ei-
ther a telephone or written request from the
commander concerned or his representative to
the appropriate records clerk in the composite
team. An informal control method to account
for these records will be devised between the
records team leader and the personnel staff
noncommissioned officer serving the unit.
8-2. Document routing channels, a. Under the
concept of a consolidated personnel section,
with all personnel records maintained at a cen-
tral location and the elimination of unit per-
sonnel sections at lower levels, it became nec-
essary to review the existing channels through
which documents flow for action. As a result
of this review and considering the location of
personnel records, it is apparent that routing
channels for documents must be specified to in-
sure that the concept works efficiently and
speedily. In developing document routing chan-
nels, the following factors were considered:

(1) Removal of personnel records to a
higher headquarters means they are no longer
available at lower headquarters to check docu-
ments.

(2) Lack of personnel to handle routine
clerical operations.

(3) Whether the unit actually needs to
act on the document or whether it is merely a
source of "nice to know" information.

(4) Removal of the personnel records to a
higher headquarters automatically withdraws
approval authority for certain actions.

(5) Whether the document or action af-
fects combat efficiency of the unit or is merely
routine administration.

8-1
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(6) Requirements of existing Army direc-
tives.

(7) Brigade, Division Artillery and Sup-
port Command are primarily tactical units, not
administrative.

b. Based on the considerations in a above,
three general channels have been developed for
the routing of documents:

(1) Direct from companies to the Person-
nel Service Division.

(2) From companies through battalions
to the Personnel Service Division, bypassing
major subordinate commands.

(3) From companies through battalions
and major subordinate commands to the Per-
sonnel service Division.

c. Appendix 8-1 prescribes routing" channels
for most documents initiated at company level.
If a document or action originates that is not
listed in the appendix, the appendix may be
used as a guide to the general flow pattern of
documents through channels and the new
document fitted into the routing channel as
seems appropriate. The underlying principle
on which routing channels are.baaed is that
each commander must be allowed the preroga-
tive of influencing personnel actions which po-
tentially or actually bear on the combat effec-
tiveness of his command. Routing channels
could not be specified for certain types of docu-
ments, therefore, routings for these documents
are explained by a legend extending across the
last three columns.*

(1) On the Document Routing Channels
The document routing channels are those sug-

gested for garrison or peacetime operation. Under
combat conditions where attachments to brigades will
change rapidly there will have to be modifications made
to the routings. It is recommended that under combat
conditions divisional brigades, except for Division Ar-
tillery and Support Command, be removed from the
administrative chain completely, except for their head-
quarters companies. Thus under these conditions, the
document routing channels, appendix 8-1, will be
changed to eliminate the last column completely, all
X's in that column to be transferred to the next column
headed (Co—Bn—PSD). There will then be only two
channels for the maneuver units, direct from company
to PSD or from company to battalion to PSD. Division
Artillery and Support Command will continue to op-
erate as usual.

8-2

28 May 1969

Chart (app. 8-1), the first column lists the doc-
uments alphabetically by functional group.

(2) The next column is headed Co—PSD.
An "X" in this column means the document is
sent from company direct to the Personnel Ser-
vice Division.

(3) The third column is headed Co—Bn
—PSD. An "X" in this column means the docu-
ment is sent from the company to battalion and
then to the Personnel Service Division.

•£(4) The last column is headed Co—Bn—
Bde—PSD. An "X" in this column means the
document is sent from company to battalion, to
brigade, to the Personnel Service Division.

(5) Whenever the word "Info" is used in
a column following an "X" in a previous col-
umn, it means the document is sent direct to the.
unit specified by the "X" but an information
copy of the basic document is sent to the head-
quarters, specified by the word "Info."

d. Separate divisional battalions will for-
ward all documents they receive or initiate,
which require higher headquarters approval,
direct to the Personnel Service Division regard-
less of routing1 channels. Those explained by a
legend will follow that route prior to going to
the Personnel Service Division.

•fc-e. Separate nondivisional brigades may
use appendix 8-1 by eliminating the last col-
umn (Co—Bn—Bde—PSD) completely, all X's
in that column to be transferred to the preced-
ing column to read "Co—Bde". Documents or
actions which require approval authority not
delegated to the separate brigade will be for-
warded to the brigade's next higher headquar-
ters for necessary action,

/. The procedure in e above would also apply
to a divisional brigade with its attached battal-
ions, being supported by a second echelon sup-
port team, while detached from the division
for separate operations.

g. If a divisional battalion is detached for
separate operations and is being supported by
a second echelon support team, all documents
will go from company to battalion. The battal-
ion will forward those requiring approval to
the next higher headquarters.
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^APPENDIX 8-1

DOCUMENT ROUTING CHANNELS

Subject of document Co
PSD

Co
bn

PSD

Co
bn
bdc

PSD

1. Absence (leave or pass). Unit normally approves without
referral except:
a. Excess leave ...........................,......'^-~... X
b. All officers and headquarters staff NCO's - - . . _ _ _ . . . , , _ _ As required by local policy,
c. Countries outside CONUS ...............,.....-..,^.. X

2. Appointment or reduction of EM:
a. Permanent appointment of EM ........................ Unit to appointing authority.
b. Reduction of EM .................................... Unit to appointing authority.
c. Temporary appointment of EM ....................... Unit to appointing authority.

3. Assignment, reassignment:
a. Reassignment ....................................... ---.-......... X
b. Curtailment or extension of foreign service tour ........ X Info
c. Deferment from oversea levy . . . . , _ _ _ . - . . . , _ _ _ . . . . . _ . .............. X
d. Exchange assignment ................................ .............. X
e. Intradivisional reassignment ........-.-.,..-.-....... .............. X
f. Permissive assignment .. ............................ .............. X
g. Special assignments (MAAG, ROTC, etc.) ............ As required by pertinent regulation.
h. Volunteer for foreign service ....:..................... X Info

4. Awards and decorations:
a. Awards and decorations other than Good Conduct Medal- .............. .............. X
b. Good Conduct Medal ..................-.^............ X

5. Classification actions:
a. Army Language Testing .............................. X
b. On-the-job training .................................. X Info
c. Pro-pay, granting or withdrawal ...................... X Info
d. Reclassification ,................------.....---..-.... .............. X
e. Retest in Army Classification Battery .................. X

6. Deaths:
a. Casualty reports ..,------,.........-.--.....---..... _ _ _ _ _ _ _ _ _ _ _ _ X Info
b. Letters to next of kin ............................^1.. X Info

7. Separations:
a. Dependency discharge ....-.......----..-,..----.-.... .............. X
b. Early separation .........,........----.^............ .............. X
c. Elimination of homosexual ............................ .............. X
d. Elimination of unfit and unsuitable .................... _............. X
e. Hardship discharge .................................. .............. X
f. Home of record, separation ........................... X
g. Retirement (EM only) ............................... X Info

8. Enlistment, reenlistment:
a. Bar from reenlistment ................................ .............. .............. X
b. Discharge and reenlistment . . . • . . . . . . _ - - - - . . . . , - _ - - . _ . . .............. X
c. Extension of enlistment .............................. .............. X
d. Waiver for reenlistment .............................. .............. X

9. Officer actions:
a. Appointment RA officer and warrant officer _............ .............. .............. ' X
b. Appointment USAR officer and warrant officer .......... .............. .............. X
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Subject of document Co
PSD

Co
bn

PSD

Co
bn
bde

PSD

c. Branch transfer ..........................^.......... .............. .............. X
d. Category declination or renewal ...........,..--.-.-•-.- .'.....,....... .............. X
e. Elimination of substandard officer _ _ _ _ _ , _ _ . , - . _ . . . . . . . .............. , . _ _ _ _ _ _ . _ _ _ _ _ X
f. Relief from active duty ....................,.-----..,- .............. j ___ . . . . . . . . . . X
g. Resignation ......................................... .............. .............. X
h. Retirement ...................................... -- .............. .............. X
i. Temporary promotion of officer and warrant officer ...... .......:...... .............. X

10. Reports:
a. AWOL, inventory of personal property ................ X
b. AWOL reports ........................... -......... ̂ . X Info Info
c. Enlisted Efficiency Report ............................ Rater to indorser to unit CO to PSD.
d. Desertion report ..................................... X - Info Info
e. Enlisted Conduct and Efficiency Report ................. X
f. Morning Report ...................................f. .............. X Info
g. Officer Efficiency Report ..!........................... As required by rater, indorser and review

'channels./
h. Personnel Daily Summary _ _ _ _ _ _ _ _ - - - - - . _ - . - - - - - - - - - - - .............. , . . _ _ _ , _ _ _ , . _ _ X
i. Verified Personnel Information Roster _ _ _ _ _ - . . - . . . . . , . X

11. School or special training:
a. Airborne training .................................... X
b. Civil schools ......................................... Indorse by immediate and next higher command.
c. Officer Candidate School application ................... .............. .............. X
d. Ranger training ..................................... X
e. Service schools ...................................... .............'. X
f. Special Forces training ............................... X

12. Special actions: •
a. Army Emergency Relief .............................. Headquarters with Army Emergency Relief

Officer.
b. Change of name, service number, date of birth - . _ . _ _ _ . - X
c. Dependents ID cards ................................. X
d. Dependents travel ................................... X
e. Eligibility for mortgage insurance .................... X
f. ID cards ........................--.---......--.---.. X
g. ID tags _ _ _ . _ . . _ - . _ _ _ _ _ _ - - - - . _ _ _ _ - - - - - _ - - - _ - - - - - - - - - - X . .
h. Letters of Indebtedness (Civilian and Military) ........ As required by local policy.
i. Medical/dental records ...........-..--.--.,...~.^.... X
j. Medical examination and immunization notification _ _ _ _ . - X
k. Orders, issuance of .................................^ .............. , X
1. Request for information ..........-........---------.- X . ( J

m. Retired Serviceman's Family Protection Plan ........,- X
n. Security clearance ................-.-..--.------.-.'- .............. X
o. Social security number, new or change _ _ _ _ _ _ . . - - - - . . - , - X
p. Suspension of favorable personnel actions ...-.---...... X Info Info
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PART TWO. PROCEDURES

CHAPTER 9

PROCEDURES AT BRIGADE LEVEL

Section I. GENERAL
General, a. The operating procedures detailed in this chapter will

be followed by personnel staff noncommissioned officers of brigade-size
units to standardize and simplify procedures for implementing the divi-
sion personnel support system. The procedures do not cover every conceiv-
able type of personnel action, reports, etc., that could be initiated at com-
pany level and,channeled through brigade headquarters. Rather, they re-
present the most common actions which will be routed through brigade
headquarters.

b. Certain procedures previously included in this chapter have been res-
cinded and reference is made to comparable procedures in DA Pam 600-8
for information and general guidance in processing personnel management
and administrative actions. These procedures are listed below:

AR 600-17 Refer to DA Pam 600-8
Pro. 9-2-1, Officer, Efficiency Reports Pro. 4-12, Preparation, Processing and Rec-

ording of Officer Reports
Pro. 8-2-2, Report for Suspension of Fa- Pro. 4-15, Administrative Actions to Sus-

vorable Personnel Action pend Favorable Personnel Actions

9-2. Action initiated at brigade level. The procedures to follow for actions
initiated by brigade headquarters and headquarters companies (and re-
quired to be routed to the next higher headquarters) will be found in chap-
ter 10. In those cases the brigade personnel staff NCO functions in rela-
tion to the headquarters and headquarters company exactly as the battalion
personnel staff NCO functions in relation to the companies of the battalion.
9-3. Exceptions. If a request for some type of action is received that is not
covered by a written procedure,, the personnel staff NCO will check the ap-
plicable regulation (s). In case the meaning or the procedure to be followed
is not clear, he will contact the Personnel Service Division for advice or
guidance.
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Section II. PERSONNEL MANAGEMENT PROCEDURES
Procedure 9-1-1

AUS AND USAR PROMOTION TO CAPTAIN, FIRST LIEUTENANT
AND CHIEF WARRANT OFFICER (CW2)

^I. Reference.
a. AR 135-155
6. AR 135-158
c. AR 624-100

2. Forms.
a. DA Form 78 (Recommendation for Pro-

motion of Officer).
b. DA Form 2446-R (Request for Orders).

This form will be reproduced locally on 8- by
lQi/2-inch paper.
T^-3. General a. Brigade commanders when fill-
ing positions authorized the grade of Colonel
(0-6) or above may be delegated authority to
promote from:

(1) Second lieutenant to first lieutenant.
(2) First lieutenant to captain.
(3) Warrant officer (WOl) to chief war-

rant officer (CW2).
b. The PSD will automatically furnish a par-

tially completed DA Form 78 (Recommenda-
tion for Promotion of Officer) to the appro-
priate commander prior to the time the officer
or warrant officer is eligible for promotion.

4. Procedure, a. Except for officers assigned to
the brigade headquarters, the recommendation
for promotion -will be received with indorse-
ments by the unit commander and the appro-
priate battalion commander. The recommenda-
tion for individuals assigned to brigade head-
quarters will be received direct from the PSD.

(1) Check the SI file to insure that no
flagging action under AR 600-31 is in effect on

the individual. A recommendation will not be
submitted while any investigation under AR
600-31 is in progress,

(2) Verify individual's promotion eligibil-
ity, using data in the recommendation.

(3) Submit the recommendation through
the SI, to the brigade commander in accord-
ance with staff procedure.

b. When the brigade commander has pro-
motion authority, the approved recommenda-
tion will be forwarded to the PSD for publica-
tion of the promotion orders.

(1) Prepare a request for orders which
will be an inclosure to the approving indorse-
ment (fig. 9-1-1.1) (temporary promotion
only).

(2) Prepare the appropriate indorsement
approving or disapproving the recommenda-
tion. The indorsement must state that no inves-
tigation under AR 600-31 is in progress.

(3) Dispatch the correspondence to the
PSD after approval and signature in accord-
ance with normal staff procedures.

c. When the brigade commander does not
have promotion authority he will make a rec-
ommendation and forward the DA Form 78 as

' shown in 6(2) and (3) above for action by the
division commander.

Ifd. When the brigade commander recom-
mends disapproval of the promotion, the in-
dorsement will indicate specific reasons for dis-
approval and will be forwarded to PSD for
further action as required by AR 624-100.
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REQUEST FOR ORDERS °*" °' """*rAj.j»-»> 15 April 1969
T PROHi
0 CG, 99th Inf Div, Ft Miller, Utah

—— ——————————————————————————— CO, 21st Inf Brigade
ATTW: AG-PSD

PART 1
NAME OP PONMAf TC NUMBER

TEMPORARY PROMOTION OF COMMISSIONED OFFICER 301
PART II

• TANDAND NAME LINE (SHL)

LBIGEN, THOMAS W. 0192301*9 INF Co B 1st Inf Brigade Ft Miller Utah

PART III • USE SELECTED FORMAT AS MODEL
LEAD MN-tfL-J

Grade (fr-to):
DOR:
AUS FED:

VAHrABI.EIIE»>ON»B

2LT to ILT^-
20 April 1968
20 April 1968

MEQUKBTER'I NAME (Typed or Printed) I I S N A T U N K

JOHN R. REDING n / /& /£> j *
COL, Inf, Commanding )fO^n/ o\- u&fttn^/

1 JAH*t (2446"R REPI-ACM DA POUM »44B-«, I »BP •!. WHICH IS OBIOLETE. CPO ^ 1963 O - 692-590
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Procedure 9-1-2
STRENGTH REPORTS

1. Reference. None
•£2. Forms.

a. Suggested format (chap 10, fig. 10-1-5.1)
b. DA Form 2749-R (ADPE Work Request).

•&3. General, a. The brigade personnel staff
NCO maintains current personnel statistical
data on the major elements of the brigade.
This is the principal source of current person-
nel strength data for use by the brigade staff.
Suggested format for maintaining this data is
shown in chapter 10.

b. If the brigade desires a consolidated bri-
gade Personnel Inventory Report, the brigade
personnel staff NCO will prepare an ADPE
Work Request to obtain the report from the
PSD Administrative Machine Branch.

c. Each battalion personnel staff NCO will
furnish the brigade personnel staff NCO all
company morning reports. These reports pro-
vide source of data to adjust brigade strength
charts maintained in the SI section. This will
also provide the brigade with detailed strength
data on each organic unit and allow prepara-

tion of any required planning data without re-
course to subordinate units.

4. Procedure, a. Upon receipt of the unit morn-
ing reports from each battalion.—

(1) Transcribe the data from the morn-
ing report to the strength chart.

(2) If required, furnish the unit morning
reports to the brigade SI for his information.

(3) Prepare periodic extracts of the
strength chart for the brigade staff as re-
quired by the SI.

(4) Hand carry the morning reports to
the PSD.

b. The monthly Personnel Inventory Report
indicates the total personnel authorized and as-
signed by MOS, and projected gains and
losses for 30, 60, and 90 days. Upon receipt of
the Personnel Inventory Report—^-

(1) Examine the projections in each MOS
to evaluate the possibilities of future MOS
shortages within the battalions.

(2) Furnish the Personnel Inventory Re-
port to the SI for his information.
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Section IV. GENERAL ADMINISTRATION

Procedure 9-5-1

REQUEST FOR SPECIAL ORDERS

1. Reference. AR 310-10.

2. Form. DA Form 2446-
ers).

-R (Request for Ord-

3. General, a. The brigade commander may
publish those routine, combat, and courts-mar-
tial orders normally issued by a brigade except
for—

(1) Special orders.
(2) Letter orders.

b. Special orders for the division are issued
only at the PSD. Organizations requiring spe-
cial orders will request such orders from the
PSD and will furnish the essential elements of
the order, i.e., standard name line, lead lines,
and responses appropriate to the type of order
required (procedure 10-5-1).

c. The majority of special orders required to
accomplish a specific personnel action will be

issued automatically by the PSD upon ap-
proval of the action. When an organization
below division headquarters has approving au-
thority for an action requiring special orders,
the orders must be specifically requested. The
PSD will establish a schedule for the submis-
sion of requests for special orders.

d. Normally, special orders effecting intra-
brigade reassignments directed by the brigade
commander will not be requested with an ef-
fective date earlier than 2 days subsequent to
date of approval. Requests for orders with an
earlier effective date will be coordinated with
the Chief, Personnel Management Branch in
the PSD.

4. Procedure. The procedure governing a re-
quest for orders for the brigade personnel staff
NCO is the same as for the battalion personnel
staff NCO (chap 10, pro 10-5-1).
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CHAPTER 10

PROCEDURES AT BATTALION LEVEL

Section I. GENERAL

•£10-1. General, a. Operating procedures detailed in this chapter will be
followed by personnel staff noncommissioned officers of battalion sized
units in order to standardize and simplify procedures for implementing
the division personnel support system. The procedures contained herein do
not cover all personnel actions initiated at company level and channeled
through battalion headquarters; only the most common of these are dis-
cussed.

b. Certain procedures previously included in this chapter have been res-
cinded and reference is made to comparable procedures in DA Pam 600-8
for information and general guidance in processing personnel management
and administrative actions. These procedures are listed below:

AR 600-17 Refer
Pro. 10-1-1, Enlisted Appointments

Pro. 10-1-2, Quarterly Sample Survey
of Military Personnel.

Pro. 10-1-3, Reclassification

Pro. 10-1-4, Request for Reassignment

Pro. 10-1-6, Commander's Evaluation
Report.

Pro. 10-2-2, Officer Efficiency Reports.

Pro. 10-2-3, Officer Periods of Service
on Active Duty.

Pro. 10-2-4, Recommendation for Dis-
charge—Unfitness.

Pro. 10-2-5, Recommendation for Dis-
charge—Unsuitability.

Pro. 10-2-6, Report for Suspension of
Favorable Personnel Actions.

to DA Pam 600-8
Pro. 3-15, Processing of Temporary Promo-

tions and Lateral Appointments of
Enlisted Personnel.

Pro. 3-4, Processing and Administration of
Quarterly Sample Survey of Military
Personnel Questionnaires,

Pro. 3-1, Reclassification of Enlisted Per-
sonnel.

Pro. 3-5, Assignment and Reassignment of
Enlisted Personnel.

Pro. 3-3, Preparation and Processing of
MOS Evaluation Test Rosters and En-
listed Efficiency Reports.

Pro. 4-12, Preparation, Processing, and Re-
cording of Officer Efficiency Reports.

Pro. 4-2, Processing Officer Applications
and Declinations for Extension of Ser-
vice on Active Duty.

Pro. 4-8, Processing Recommendations for
Discharge Because of Unfitness or Un-
suitability.

Pro. 4-8, Processing Recommendations for
Discharge Because of Unfitness or Un-
suitability.

Pro. 4-15, Administrative Actions to Sus-
pend Favorable Personnel Actions.

10-2. Exceptions, a. If a request for some type of action is received
that is not covered by a written procedure, the personnel staff noncommis-
sioned officer will refer to the applicable regulation(s). If the meaning or
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the procedure to be followed is not clear, he will contact the Personnel
Service Division for advice and guidance.

b. If the routing of a document is not listed on the document routing
channels chart (app. 8-1) the personnel staff noncommissioned officer will
contact the personnel staff noncommissioned officer at his next higher
headquarters for advice and assistance.
10-3. Separate battalions. Separate battalions will in both cases deal
direct with the Personnel Service Division.
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Section II. PERSONNEL MANAGEMENT

Procedure 10-1-5

STRENGTH REPORTS

1. Reference. AR 335-60.

2. Forms.
a. DA Form 1 (Morning Report).
b. DA Form 2471 (Miscellaneous Strength

Report).

3. General, a. The battalion personnel staff
NCO maintains current personnel statistical
data on the major elements of the battalion.
This is the principal source of current person-
nel strength data for battalion staff use.

ifb. A Personnel Inventory Report (Parts
II and 'IV) will be furnished monthly to the
battalion commander by the PSD. This report
will reflect the authorized and operating
strength of the battalion and its companies in
each MOS, and projected losses. The Personnel
Inventory Report .will provide a source of data
for determining current and projected MOS
shortages and overages within the battalion..

-£c. Unit morning reports will be submitted
to the battalion personnel staff NCO. The per-
sonnel staff NCO will distribute all morning
reports to higher headquarters for the report-
ing elements of the battalion. A definite time
must be established for receipt of morning re-
ports in battalion headquarters in order to
allow a spot check of the reports before the first
scheduled messenger is available to hand-carry
the reports to the PSD. No delay can be toler-
ated in the processing of the unit morning re-
ports at the PSD. Any reports delayed at unit
or battalion level will be hand-carried direct
to the PSD by special messenger.

4. Procedure, a. Morning reports will be hand-
carried from the unit to the battalion personnel
staff NCO who—

(1) Verifies the strength section of the
morning report by comparison between the
preceding day's strength and the current
morning report remarks. Inaccuracies must be
reconciled with the unit clerk immediately.

(2) Extracts necessary information from
the morning reports in order to post the battal-i
ion strength chart.

(3) .Groups all unit morning reports,
checks to insure sufficient copies have been

.provided and all units have submitted reports.
Dispatches all unit morning reports to the
PSD according to local procedure.

(4) Posts the battalion daily strength
chart (fig. 10-1-5.1).

Note. In cases where the battalion is assigned to a
brigade the morning reports will be routed through the
brigade staff NCO so strength figures may be extracted.

b. When the Personnel Inventory Report is
received from the PSD, the personnel staff
NCO—

(1) Transcribes the projected loss data
from Part II to the Battalion Daily Strength
Chart.

(2) Examines the projections of gains
and losses in each MOS within the battalion.

(3) Furnishes the Personnel Inventory
Report to the SI for determination of existing
critical MOS's and personnel shortages.

(4) Uses the information in the Personnel
Inventory Report for evaluating the effect of
individual personnel - actions on the MOS
strength of the unit concerned.
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BATTALION DAILY STRENGTH CHART

STATUS

AUTHORIZED

OPERATING

PRESENT FOR DUTY

HOSPITAL

LEAVE

AWDL

CONFINEMENT

INTRANSIT

PROJECTED 30 DATS
GAINS

LOSSES

OVERSEAS
PROJECTED 60 DAYS

GAINS

LOSSES •f
OVERSEAS

PROJECTED 90 DAYS
GAINS

LOSSES

OVERSEAS

H/H CO

OFF WO ENL

l

COMPANY A

OFF WO ENL

COMPANY B

OFF WO ENL

COMPANY C

OFF WO EML

TOTAL

OFF WO ENL

: t

-^Figure 10-1-5.1
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Section HI. PERSONNEL ACTIONS AND PERSONAL AFFAIRS PROCEDURES
Procedure 10-2-1

LEAVE

1. References.
a. AR 600-290.
b. AR 630-5.

2. Forms.
a. DA Form 31 (Request and Authority for

Absence).
ifb. DA Form 2496 (Disposition Form).

3. General, a. Detailed procedures for process-
ing ordinary leave depend principally on the
leave policies of the division commander. The
internal procedures in paragraph 4 are sug-
gested as meeting the broad requirements for
control of leave by unit commanders.

b. Requests for leave outside the continental
United States are initiated by the individual
and submitted through his unit commander
and the battalion headquarters to the PSD.
The battalion personnel staff NCO must be fa-
miliar with published DA restrictions on visits
to foreign countries and the administrative
travel restrictions imposed on military person-
nel.

c. Requests for ordinary leave submitted by
senior NCO's on the battalion staff normally
are processed through the staff officer concerned
to the unit commander for approval. The crit-
ical position occupied by the battalion personnel
staff NCO requires that the battalion com-
mander be informed when an extended absence
is requested by the personnel staff NCO. This
information may be conveyed through the SI or
the battalion sergeant major, according to lo-
cal policy.

4. Procedure, a. Requests for ordinary leave
from battalion staff officers and unit command-
ers are processed through the battalion person-
nel staff NCO and the SI. The battalion com-
mander normally approves these absences per-
sonally. Prepare a memo routing slip and route
the leave request through the SI to the battal-
ion commander for approval, and to the battal-
ion sergeant major for distribution.

•£&. A request for ordinary leave outside of
CONUS is normally the only type of leave re-
quest that will originate with enlisted person-
nel and be routed through the battalion for a
recommendation (Procedure 11-2-4). Upon re-
ceipt of such a request, the PSNCO—

(1) Determines if there is sufficient time
for the PSD to process the request prior to the
desired date of leave.

(2) Checks the countries listed in AR
600-290 for any special requirements for entry
of military personnel into the country. The ap-
plicant should indicate that he is aware of any
special entry requirement for the country to be
visited.

(3) Routes the request for approval in ac-
cordance with unit policy. Approval is recom-
mended by deletion of the "THRU" addressee
in accordance with normal correspondence pro-
cedures. Recommendations for disapproval re-
quire a comment indicating the reason for such
recommendation.

(4) Forwards the request to the PSD for
approval.

[Next page is 10-21]
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Procedure 10-2-7

MORTGAGE INSURANCE—ISSUANCE OF CERTIFICATES OF ELIGIBILITY AND TERMINATION
OF CERTIFICATES

1. References.
a. AR 600-8.
b. DA Pam 600-8.
2. Forms.
a. DA Form 1049 (Personnel Action).
b. DD Form 802 (Request for and Certificate of

Eligibility).
c. DD Form 803 (Certificate of Termination).
3. General, a. AR 608-8 provides for payment

or mortgage insurance by the Army for military
personnel purchasing homes with FHA loans.
Personnel must be on extended active duty, have
completed over 2 years active service, the loan
must be for a one-family home, and the individual
must certify that he requires housing.

6. The individual must notify his commander
when he is no longer eligible for mortgage insurance
or sells the property.

4. Procedure, a. Upon request of an individual
for a "Certificate of Eligibility" for mortgage
insurance, the personnel staff NCO—

(1) Makes a preliminary determination of
eligibility.

(2) Has the company clerk prepare a DA
Form 1049 (fig. 10-2-7.1).

(3) Forwards the DA Form 1049 to the PSD.
b. Upon return of the DA Form 1049 with at-

tached DD Form 802 from the PSD, the personnel
staff NCO—

(1) Explains to the individual the responsi-
bilities as outlined in paragraph lOc, AR
608-8.

(2) Has the individual sign all copies of the
DD Form 802 in item 10.

(3) Gives the original and 3 copies of the DD
Form 802 to the individual with instruc-
tions to deliver them to the lender.

(4) Encourages the individual to make a class
E allotment to repay his loan.

(5) Returns the 4th copy to the PSD.
c. Upon receipt of a DA Form 1049 indicating the

individual is ineligible for mortgage insurance, the
personnel staff NCO will inform the individual of
the reason for ineligibility.

d. Upon notification by the PSD that an individ-
ual's mortgage insurance status must be reviewed,
the personnel staff NCO—

(1) Interviews the individual to determine if
he is still eligible for mortgage insurance.

(2) If the individual is still eligible returns the
notice to the PSD by indorsement.

(3) If the individual is no longer eligible makes
an appointment for him with the ap-
propriate PA specialist at the PSD.

e. Upon notification by the individual that he
has disposed of the property, the personnel staff
NCO will comply with d(3) above.
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P E R S O N N E L A C T I O N O A T E _- _ _ -.(AR 340-isy 28 Feb 62
F I L E R E F E R E N C E
201 - Underwood, Ralph T.

BA 19 300 831

CO, 1st Bn, 19th Inf
Ft Miller, Utah

N R

S U B J E C T

Determination of Eligibility for Mortgage Insurance
FROM: Qg£ gij Ralph T* Underwood

RA 19 300 831
Co B, lat Bn, 19th Inf
Ft Miller. Utah

P R O C E S S I N G A C T I O N S

1 1. Request that I be Issued a certificate of eligibility for mortgage
insurance under the provisions of AR 608-8* I require housing for myself and
toy family and (huiu) (have not) previously been issued a certificate of eligibility
for mortgage insurance*

2. (if applicable explf

••

iin issuance and disposition of previous certificates*)
i

RALPH T. UNDERWOOD
BA 15 300 831
Sgt, Co B, 1st Bn, 19th Inf

2 TO: CO, 99th Inf W.T FBCM: CO, 1st Bn, 19th Inf 28 Feb 62
ACT: AO-PSD

Forwarded for determination of eligibility end Instance of certificate of
eligibility.

FOR SHE CCKMANDHR:

PAUL L. XJXBtOIST
Gapt, Inf
Adjutant

USE PLAIN PAPER TOR CONTINUATION OF COMMENTS

«

DA ^,.1049 : I Oil (1 - JM1H

10-22 AGO 8383A

SimS
Pencil

SimS
Pencil

SimS
Pencil



AR 600-17

Section IV. GENERAL ADMINISTRATION
Procedure 10-5-1

ROUTINE ORDERS

1. Reference. AR 310-10.
2. Form. DA Form 2446-R (Request for

Orders).
3. General, a. Battalions assigned to divisions

or separate brigades are authorized to publish the
following types of routine orders:

(1) Circulars or memorandums.
(2) Daily'bulletins.
(3) Court-martial orders.
(4) Unit orders.

b.. During periods of detachment from their
parent unit, the types of routine orders a battalion
is authorized to publish will be determined by the
headquarters to which they are attached.

c. Unit orders will be utilized for the assumption
of command and the assignment of additional
duties within the battalion.

. d. Special orders.
(1) Special orders for the division or separate

brigade are issued only by the PSD.
Organizations requiring special orders will
request such orders from the PSD, furnish-
ing the essential elements of the order,
i.e., standard name line, lead lines and
responses appropriate to the type of order
required.

(2) The majority of special orders required to
accomplish a specific personnel action are
issued automatically by the PSD upon
approval of the action. When an organi-

. zational element has approving authority
for an action requiring special orders, such
as changes of principal duty, appointments
or promotions, or duty appointments re-
quired by regulation to be on special
orders, the orders must be specifically re-
quested from the PSD.

(3) The personnel staff NCO will consolidate
all requests for special orders received
from elements of the battalion. The PSD
will establish a schedule for the submission
of the requests.

(4) Normally, special orders affecting intra-
battalion reassignments which have been
directed by the battalion commander will
not be requested with an effective date
earlier than 3 days subsequent to the date
of approval. Requests for orders with an
earlier effective date will be coordinated
with Chief, Personnel Service Division.

4. Procedure, a. Unit Orders: The company
level procedure (Procedure 11-5-5) will be followed,
except that the orders, other than assumption of
command, may be authenticated by the battalion
adj utant for the commander.

6. Circulars or memorandums, daily bulletins,
and courts-martial orders will be published in ac-
cordance with the appropriate section of AR 310-10.

c. Special orders will be requested from the PSD
on a DA Form 2446-R (Request for Orders). The
personnel staff NCO will—

(1) Verify that a special order is required by
the governing regulation or command
directive.

(2) Insure the DA Form 2446-R is prepared
in duplicate and authenticated by the
adjutant. If complete personnel data
needed for the form is not available within
the battalion, the item will be left blank
and filled in at the PSD. However,
enough specific personnel data to identify
the individual concerned must always be
furnished. Appendix I, AR 310-10 pro-
vides the information required for all types
of orders. Figures 10-5-1.1 through
10-5-1.3 provide samples of completed
DA Forms 2446-R.

(3) Forward the original DA Form 2446-R
to the PSD. The duplicate is placed in
the Si suspense file until receipt of the
published order. If the order is not re-
ceived within a reasonable time, an inquiry
should be made to the PSD member con-
cerned with the action requested.

AGO 8383A

755-008 O-65—6 (7240A)

10-23

SimS
Pencil

SimS
Pencil

SimS
Pencil



AR 600-17

REQUEST FOR ORDERS °V
(AR3IO-IO) 1

J CG 99th Inf Div, Ft Miller, Utah FROMl

ATTN. AG-PSD CO, 1st Bn, 19th Tnf
Ft Miller, Utah

PART 1
NAMB OF FORMAT (P'gf* ft thai 216. AR JIO- 10)

Duty Appointment
PART n

E O F REQUEST

December 1962

TC NUMBER

350
STANDARD NAME LINE (SNL) (P*6»» 219 *ncf Fig 9, AR SKI- K)

HAIES, JOHN L 0236b837 1ST LT INF Co B 1st Bn 19th Inf

PART III • USE SELECTED FORMAT AS MODEL
LB'AD LiNEfLU

Apt tot
Eff date:
Pd:
Purpose:

Auth;
Sp inatr:

VARIABLE RESPONSES

Investigating Officer
6 Dec 61
NLT 16 Jan 61
To investigate the facts and circumstances surrounding an
automobile accident involving Cpl Henry W. Stone,
RA 13h00876, Co B, 1st Bn, 19th Inf, and Mr. Joseph T.
Wattdns, 611 Main St., Ogden, Utah. Accident occurred at
approx 2315 hrs, 30 Nov 61, in the vie of Popler St. and
3rd Are., Ogden, Utah. AR 15-6 applies.
NA
OTf will report to the IV, Bldg T-36, for briefing and to
obtain evidence. Rpt of inves will be sub to the SI,
1st Bn, 19th Inf, in quarduplicate , NLT 15 Jan 61.

REQUESTER'S N AUE ( Tyjtfd or Printfd) SIC N A T U R E

PAUL T. LINDQUIST, CAPT, INF, SI /^3r^^ *£{ ^^>^.^

DA <^"., 2446-R
Figure 10-6-1.1.
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CG, 99th Inf Div, n Miller, Utah
ATTNi AG-PSD CO, 1st Bn, 19th Inf

Ft Miller, Utah

PART
NAME OF FORMAT (P*_i« 65 thai 316. AR 310-10)

Duty appointment
TC NUMBER

350
PART II

STANDARD NAME LINE (SHL) (Pmgiu 219 tad Pit 9. AR 310-10)

MAJ ROBERTS , ZANE W 075996 INF HQ&HQ Co 1st Bn 19th Inf
ROBERTS, JOHNVAR T Olt081i301 CAPT INF Co A 1st Bn 19th Inf
WHITING, PAUL T 092U069 CAPT INF Co B 1st Bn 19th Inf

PART HI - USE SELECTED FORMAT AS MODEL
LEAD LINEfLIJ VARIABLE RESPONSES

Apt to:
Eff date:
Pd:
Purpose:
Autht
Sp instr:

Board
6 Dec 61
Indefinite
Making recommendations UP AR 635-209*
AR 635-209
Report to convening auth every 10 days on status of oases
referred to board.

REQUESTER'* NAME (!__>•«. or Plinttd)

PAUL T. LINGQUIST, Capt, Inf , SI
IONATURE

DA .2

Figure 10-6-1.g.
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REQUEST FOR ORDERS ^"li^STiafla(AR3io-io) 1 December lyo..
T CO, 99th inr Div, rt. mixer , man PROM>
0 ATTNi AG-PSD CO, 1st Bn, 19th Inf

Ft Miller, Utah

PARTI
N A M E O r FORMAT fP«*M 65 thai 3I...AJ* 310- .1-. (PageS'65 thTU21C), AR 310-10) TC NUMBER

Temporary Appointment - Enlisted Personnel 310
PART II

•TAMDAHD NAMB LINE (SHL) |P'«M 319 uttd Pig 9, AR 310-10)

Paragraph 16, Line 04 «
STANDARD NAME LINE (SNL) ( Pages >219 and Fig 9, AR 310-10)

THOMAS JOHN R RA 36U|8627 CPL Eb PI 112.60 (111.60) Co C Let Bn 19th Inf

PART III • USe SELECTED FORMAT AS MODEL
LEAD LINEfLU

To be:

DOR:
APT BY:

V A R I A B L E RESPONSES

SGT E5

1 Dec 62
Co, 1st Bn, 19tlj Inf.

RBQU ESTER'S NAME < *>P«I Of PrtntftO SISNAT.URE

PAUL L. LINQUIST, Capt, Inf, SI <X<L*_. C- ^ ^ ' ' J-

HA .r°.R" 9AAG-0 R E P L A C E * OA FORM M4.-R. , »EP ... WH.CH „ OBSOLETE.

10-6-1.S.
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28 May 1969 C 2, AR 600-17

CHAPTER 11

PROCEDURES AT COMPANY LEVEL

Section I. GENERAL

-1. General, a. The operating procedures
detailed in this chapter will be followed by all
company size units in order to standardize and
simplify procedures for implementing the divi-
sion personnel support system. The procedures
contained in this chapter represent only the
most common recurring actions and those most
suitable for standardization.

b. Certain procedures previously included in
this chapter have been rescinded and reference
is made to comparable procedures in DA Pam
600-8 for information and general guidance in
processing personnel management and admin-
istrative actions. These procedures are listed
below:

AR 600-17 Refer to DA Pam 600-8

Pro. 11-1-1, Application for Airborne
Training.

Pro. 11-1-3, Classification and Reclassi-
fication in MOS.

Pro. 11-1-4, Commander's Evaluation
Report.

Pro. 11-1-5, Compassionate Reassign-
ment.

Pro. 11-1-8, Enlisted Evaluation System.

Pro. 11-1-12, Retesting with Army Clas-
sification Battery.

Pro. 11-1-13, Service Schools.

Pro. 11-1-14, Special Assignments.

Pro. 11-2-1, Early Separation to Accept
Employment of a Seasonal Nature.

Pro. 11-2-2, Early Separation to Attend
School.

Pro. 11-2-3, Extension of Current Period
of Active Duty or Enlistment.

Pro. 11-2-6, Military ID Card.

Pro. 11-2-8, Recommendation for Dis-
charge—U nfitne ss.

Pro. S-20, Processing Applications for Air-
borne Training and Assignment.

Pro. 3-1, Reclassification of Enlisted Per-
sonnel.

Pro. 3-3, Preparation and Processing of
MOS Evaluation Test Rosters and En-
listed Efficiency Report.

Pro. 3-5, Assignment and Reassignment of
Enlisted Personnel.

Pro. 3-8, Preparation and Processing of
MOS Evaluation Test Rosters and En-
listed Efficiency Report.

Pro. 3-2, Processing of Requests for Testing
and Retesting for Aptitude Areas and
Army Language Proficiency.

Pro. 8-10, Processing of Applications for
Service School Attendance.

Pro. 3-6, Assignment to Duty with ROTC
or Reserve Component.

Pro. 3-7, Processing of Special Assignments
and Requests for Special Assignment.

Pro. 4-6, Processing Request for Discharge
and Release from Active Duty.

Pro. 4-6, Processing Requests for Discharge
and Release from Active Duty.

Pro. 4-3, Processing Extensions of Enlist-
ments Current Periods of Active Duty.

Pro. 4-17, Processing Requests for Military
ID Cards.

Pro. 4-8, Processing Recommendations for
Discharge Because of Unfitness or Un-
suitability.

AGO 20116A 11-1
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Pro. 11-2-9, Recommendation for Dis- Pro. 4-8, Processing Recommendations for
charge—Unsuitability. Discharge Because of Unfitness or Un-

suitability.
Pro. 11-2-10, Separation for Dependency Pro. 4-6, Processing Requests for Discharge

or Hardship. and Release from Active Duty.
Pro. 11-2-15, Changes to Records of Pro. 4-11, Processing Request or Change of

Name or Birth Data. Name, Birth Data, and Service Num-
ber.

11-2. Exceptions. If a request for an action not covered by a written pro-
cedure is initiated, the company clerk will refer to the applicable regula-
tion (s). In case the meaning or the procedure to be followed is not clear,
he will contact the personnel staff noncommissioned officer at his next
higher headquarters for advice and guidance. Questions concerning the
routing of documents not listed in appendix 8-1 will be referred to the per-
sonnel staff noncommissioned officer at the next higher headquarters.
11-3. Separate companies. Separate companies, i.e., division headquarters
and headquarters company and military police company, will deal directly
with the Personnel Service Division. In general, whenever a personnel
action is requested that would affect the strength of the unit (requests for
discharge, reassignment, volunteer for overseas, etc.), the company clerk
will arrange an interview between the soldier requesting the action and
the first sergeant or company commander. This interview will be accom-
plished prior to initiating any formal written request for the type of action
desired. A company policy should be established listing the actions requir-
ing prior interview. Although many of the following procedures indicate
concurrent preparation of an application and action by the company com-
mander, the company clerk should not anticipate the commander's decision.
Normally, the company commander will indicate informally his general
policies regarding personnel actions to the first sergeant. Prior coordina-
tion with the first sergeant will eliminate many errors and much retyping.

11-2 AGO 20116A
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Section II. PERSONNEL MANAGEMENT PROCEDURES

Procedure 11-1-2
ASSIGNMENT TO SPECIAL FORCES ORGANIZATIONS

1. References.
a. AR 611-7.
ifb. AR 611-6.
c. AR 614-62.
d. AR 614-6.

2. Forms.
a. DA Form 2478 (Application for Airborne

— Special Forces — Airborne for Assignment to
Special Forces Training).

6. DA Form 2496 (Disposition Form).
c. DD Form 398 (Statement of Personal His-

tory).
General. Soldiers who meet the require-

ments may volunteer for Special Forces train-
ing. A soldier must be airborne qualified or
must volunteer for airborne training prior to
assignment to a Special Forces unit. If the sol-
dier desires foreign language training in con-
junction with Special Forces training he may
apply under the provisions of AR 611-6. Lan-
guage training will be given only upon comple-
tion of Airborne or Special Forces qualification
training.
4. Procedures, a. A soldier who volunteers for
Special Forces must be airborne qualified.

(1) If the soldier is not airborne qualified
he will submit an application for airborne
training prior to assignment to Special Forces
(fig. 11-1-2.1).

(2) If the soldier is airborne qualified he
will submit an application for assignment to
Special Forces (fig. 11-1-2.2).

Note. Enter the "Date of Birth" in the same block
as the name. A summary of significant military service
to include service schools will be entered in the "Addi-
tional Qualifications" block, in addition to any special
qualifications the applicant may have.

ifb. Have the soldier read the eligibility re-
quirements in AR 614-62 and assist him in de-
termining his eligibility from available infor-
mation on the Personnel Information Roster.

AGO 20116A

c. If the soldier does not have at least a
CONFIDENTIAL clearance, action should be
taken to have one issued prior to submission of
his application.

d. Have the applicant take a physical fitness
test and a swimming test.

e. Notify the personnel actions specialist of
your composite team to furnish the unit with
sufficient copies of the SF 88 (Report of Medi-
cal Examination) to have a medical examina-
tion given to an applicant for Special Forces.

/. Make an appointment to have the appli-
cant given a medical examination.

icg. Prepare a DA Form 2496 requesting
that the Special Forces Selection Battery Test
be administered (enlisted personnel only) (fig.
11-1-2.3).

h. Have the applicant fill out a draft copy of
a DD Form 398 (Statement of Personal His-
tory).

i. Have the applicant take the draft DD
Form 398 to the battalion S2 office to be
checked for completeness. After the S2 has re-
viewed the DD Form 398, the soldier will re-
turn it to the company clerk.

j. Type the DD Form 398 in final form in
original and 3 copies.

k. Have the soldier read and sign all copies
of the DD Form 398 before a witness (any per-
son). The witness will sign the DD Form 398
in the space provided on the form and the sol-
dier will be given 1 copy of the form as his per-
sonal copy.

L Prepare the statement of applicant (fig.
11-1-2.4).

m. Have the soldier read and sign the pre-
pared statement concerning temporary duty
pending further orders.

ifn. Prepare the application (DA Form
2478) in draft form based on interview with
the soldier. Ascertain whether individual is

11-3
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C 2, AR 600-17

subject to flagging or other personnel actions.
o. Submit the draft applicaton and com-

pleted inclosures to the unit commander for
approval.

p. Type the applicaton in final form in origi-
nal and 4 copies (fig. 11-1-2.1) and attach in-
closures.

ifq. When the unit commander has signed
the forwarding indorsement (fig. 11-1-2.5) —

(1) Remove a copy of the application for
the unit file.

28 May 1969

(2) Forward the original and 3 copies,
with inclosures attached, to the PSD.

r. When the application is received by the
PSD, an appointment will be scheduled to have
the applicant administered the Selection Bat-
tery Test. The PSD will notify the unit of the
time, date, and the place of the test.

s. If the soldier is applying for Airborne and
Special Forces training, he must sign the state-
ment of affirmation upon return of, the ap-
proved application (fig. 11-1-2.5).

| Next page is 11-71
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APPLICATION FOR
^lf»OMWtfSl.lg^r;-alitHffiri>*Ji. A I K B U K M E I-UK A^SK.NMI-NI l U b f f c U A L

T0' CO, Co B, 1st Bn, 19th Inf, Fort
1. N A M E (La*t - Pint - Middle Initial)

UNDERWOOD, RALPH T.

B. PMOS 7.

111.6627
B. SMOS

716.6

DOB t 1 Jun32

SEC C L E A R

Conf.

110. A I R B O R N E Q U A L I F I E D

b. D A T E Q U A L I F I E D

N/A

1. UP of AR 61
I hereby volunte . _

L-7*. AR 614-62*

2. I fully understand that failure

Miner, Utah
a. SERVICE N U M B E R

RA 19 300 831

B. APT A R E A SCORE

I* 111

FORCES* TRAINING

3. Q R A D E

SGT E5

ft. ETS

Sep 68

4 . P R O F I C I E N C Y PAY

None

tO. A S S I G N E D U N I T

Co B, 1st Bn,
19th Infantry
Ft Miller, Utah

1]. A D D I T I O N A L Q U A L I F I C A T I O N S f.»-W^ AR 614-62)**

1. Proficient in 3 foreign languages.
2. Demolitionist

Military Service.. Entered svc Sep too. attended
Army Language School; and Pers. Spec. School,

• :•»..<».«•: rt:t t:».*.t.«:».t.t: v\ :-5 i:«;t rt:t:t:t:*.».t.<
•ne and Special Fc

• ••••• t :• • • # ̂ ^^^^^^^^^H

rces* training.

to complete the basic Airborne training will disqualify me
for assignment to an Airborne unit or a Special Forces unit.

3. I volunteer to perform aircraft flights, parachute jumps
combat training while securing Airborne or Special Forces
borne or Special Forces duty.

and to participate in realistic
training and/or performing Air-

4. I agree to serve a minimum of eighteen (18) months from date of initial assignment to
Special Forces* OH0nsaexw_nnfi!G
If my period of remaining service

m®fflBBB8mB&3® ..raanDGraT.nnBaG
on my current tour of active service is not

insure completion of the prescribed requirement I agree to

B-THBlBHiH.
sufficient to

extend my enlistment under
the provisions of AR 601-210 or be discharged under the provisions of AR 635-205 and re-
enlist for an appropriate period under the provisions of AR

**5. I understand

601-210.

that if I should fail to be cleared for access to secret information and
materials as required by current regulations I will be reassigned in accordance with the
needs of the service and will be required to complete the period for which I enlisted or
extended .

DATE

12 July 61

S I G N A T U R E OF A P P L I C A N T

*D.?«(a It not applicable.
••AppIJa* only to Sptcial Fofca* appllcatlona.

DA FORM
i DEC « 2478

AGO 5798A
if Figure 11-1-2.1.

A 2 4 1 a 6
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APPLICATION FOR
3UKgBjmB.fr SPECIAL FORCES* TRAINING

TO. CO, Co B, lat Bn, 19th.Inf, Fort Miller, Utah
1. N A M E (Laat • Flrmt - Middle Initial)

UNDERWOOD, RALPH T.
'DOB: Uun32

2. SERVICE NUMBER

RA 19 300 831 SGT E5

4. PROFICIENCY P A Y

None
S. PMOS

in. 6727
0, SMOS

716.6

T. SEC CLEAR .. APT A R E A SCORE

SECRET (Final) in S«p 65

1 0. ASSIGNED UNIT

Co B, 1st Bn,
19th Inf
Ft Miller, Utah

110. AIRBORNE QUALIFIED

YES

b. DATS QUALIFIED

12. ADDITIONAL. Q U A L I F I C A T I O N S (Pmrm 4. AR 614-63)**

1. Master Parachutist; 2. Proficient in 3 foreign
languages;3. Demolitionist.
Mil.Svc; Enl Jan 50j Served in Korea during

eonfl let- at/t-BTidftH Itera, jftpee.School. Tj.r>enflge Sch.
(Cont!d in remarks section

1. UP ofXggmXR, AR 614-62*,
I hereby volunteer for XSKenrV- Special Forces* -

->. ».<•.<: r.t •»:«»:*.••*:«•'-:<• 2 •»• ••••:•• *••••* •• •••••**

2. I fully understand that failure to complete the basic Airborne training will disqualify me
for assignment to an Airborne unit or a Special Forces unit.

3. I volunteer to perform aircraft flights, parachute jumps and to participate in realistic
combat training while securing Airborne or Special Forces training and/or performing Air-
borne or Special Forces duty.

4. I agree to serve a minimum of eighteen (18) months from date of initial assignment toSpecial Forces* -mmasr^wmffim.jg«f^
If my period of remaining service on my current tour of active service is not sufficient to
insure completion of the prescribed requirement I agree to extend my enlistment under
the provisions of AR 601-210 or be discharged under the provisions of AR 635-205 and re-
enlist for an appropriate period under the provisions of AR 601*210.

**5. I understand that if I should fail to be cleared for access to secret information and
materials as required by current regulations I will be reassigned in accordance with the
needs of the service and wilt be required to complete the period for which I enlisted or .
extended.

12 July 1961

SIONATURE OF APPLICANT

A
•D«..f • It not fppllembl*.

**Aftpllum only to Special Farce* application!

DA,FD°ERcM.,2478
11-8 ifFigure 11-1-

* 2 * 1 3 6

AGO 6798A
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AR 600-17

PERSONNEL ACTION
(AR 340-IS)

FILE R E F E R E N C E

Underwood, Ralph T.
BA 19 300 831

OtTE
12 JoJLy 1961

Request for Special Forces Selection Battery Test
Personnel Officer (AO-PSD)
ATXH: Personnel Mgt Br
Start Miller, Utah

00, Co B, 1st Bn, 19th
Fort Miller. Utah

PROCESSING A C T I O N S

Request that the Special Forces Selection Battery Test t» administered to
SOI E5 RUfH T. UHUBQTOOD, RA. 19 300 831 In accordance with AR

THCMAS W. LIKEN
Capt. Inf

roa ow r/ w< f low of OMWPTS

11-1-S.S.

AGO 5798A 11-8.1
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AR 600-17

S T A T E M E T

1. In connection vith my application for assignment to Special
Forces, it is clearly understood that:

a. Orders vill Indicate "Teinporary Duty pending Further
Orders" and that I vill not "be entitled to dislocation allowance,
dependent travel, or movement of household goods to new station
until such time as I successfully complete Special Forces and/or
Airborne Training.

b« It may "be necessary for me to accept on-the-job train-
ing in an MOS other than my B40S to obtain assignment requested.

2. I (do)(ao not) agree to an stipulations shorn above.

BALES T. OHDERVfOOD. Sgt. BA 19 300 831
Type nans, grade and SH

Co B, Iflt Bn. 19th Inf, Ft Miller, Ptah
Org and station

11-1-94.
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«KMARKI (Llat and attach all r.9M.I. let wfiren and Incfora**..)

*1. Results of physical fitness test.
2. DA Form 1Ô 9 (Bequest for Special Forces Selection Battery Test),
*3. DD Form 398 (Personal History Statement).
5. Soldiers Statement,
*5* SF 88 (Report of Medical Exsminatlon).

*Ho samples provided.
THE FOLLOWING STATEMENT WILL BE COMPLETED AFTER FINAL ACTION HAS BEEN TAKEN ON AN APPLICATION FOR AIRBORNE
TRAINING (Pmra IS, AR 611-7)

\ DESIRE TO BE ASSIGNED TO AN AIRBORNE ORGANIZATION TO UNDERGO AIRBORNE TRAINING.

HOTB: This statement vill be completed upon the approTal and return of this
application, if the soldier is not Airborne qualified*

/ IL (. /
10: CG, 99th Inf

A03H: AO-PSD

1ST INDORSEMENT

FfiCM: CO, Co B, 1st Ba, 19th 16 July 1961

1. BecoBn&end approval*

2. Conduct (^jT'CtdcJ/tf Efficiency

3. Sgt Undervood is not under charges, flagging action under AB 600-31, or
administrative actions which may result in reassignment or discharge.

5 Incl
nc

THOMAS V. LCCHCffiH
Capt, Inf

111. S. GOVERN KENT PBIMTUtC OmCE - Ittt O-MltIV

Figure ll-l-f.5.

11-10 AGO S383A

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil



28 May 1969 C 2, AR 600-17

PROCEDURES 11-1-6

^ENLISTED PROMOTIONS NOT CHARGEABLE TO QUOTAS
1. Reference. AR 600-200
2. Form. DA Form 2496 (Disposition Form).

3. General. This procedure covers various types
of temporary and permanent promotions which
do not require quotas. Enlisted personnel rec-
ommended for promotion must be in promota-
ble status as defined in AR 600-200. Promo-
tions will not be made in any grade which
would exceed the authorized TOE, nor will a
vacancy created through reduction result in
more than one promotion in each lower grade
through E-4.

4. Procedure, a. Administrative reductions.
(1) After reduction is made within the

unit, the unit commander will interview the
soldier who has been reduced to find out if he
wishes to appeal the reduction. If the soldier
does wish to enter an appeal, no appointment
may be made until, and unless, the appeal is
denied by the commander authorized to take
final action. In all cases promotions to fill this
vacany must be made within 60 days of reduc-
tion or the vacancy is forfeited. If the soldier
does not wish to appeal the reduction then he
must make a written statement to this effect
(fig. 11-1-6.1).

(2) The unit commander will determine
cumulative promotion vacancies within his
unit.

(3) If a vacancy does exist, the unit com-
mander may promote up to grade E-4, after
verifying the soldier's eligibility with PSD. For
promotion above grade E-4, the unit com-
mander must recommend such promotion to
the battalion commander. Recommendations
will be submitted to battalion on DA Form 2496
(fig. 11-1-6.2).

(4) The unit commander will issue a ver-
bal promotion order to grade E-4 and submit a
request for orders confirming his verbal order
to the PSD.

(5) Orders effecting an enlisted promo-
AGO 20116A

(1) Submit a DA Form 268—(Report
tion require a morning report entry in accord-
ance with AR 335-60.

b. Appointment to PFC.
(1) The Personnel Management Branch

of the PSD will furnish the unit a DA Form
2496 with the names of enlisted personnel who
are eligible for promotion to PFC.

(2) The unit commander will review the
list of names to determine if he desires to
promote the eligible enlisted personnel. If he
decides not to promote any individual, he will
so annotate the list and return it to the PSD.
Special orders promoting the eligible enlisted
men will automatically be issued by the PSD
on the date of eligibility unless a contrary indi-
cation is given by the commander.

c. Lateral appointment. If the unit com-
mander desires that a noncommissioned officer
be laterally appointed to specialist for lack of

. leadership an the noncommissioned officer does
not consent—
for Suspension of Favorable Personnel Ac-
tions) (Procedure 11-2-11).

*(2) Submit a DA Form 2496 through
battalion headquarters to the PSD requesting
that the soldier appear before a classification
board and indicating why board action is nec-
essary (fig. 11-1-6.3).

(3) The classification board will be di-
rected and controlled by the classification au-
thority. The results of the board will be fur-
nished the unit through battalion headquar-
ters.

(4) Upon receipt of the results of the
classification board—

(a) Remove flagging action by submit-
ting a final report (Procedure 11-2-11).

(b) If a lateral appointment was ap-
proved as a result of the board, the PSD will
issue the necessary orders.

(c) Orders effecting a lateral appoint-
ment will require an appropriate morning re-
port entry in accordance with AR 335-60.

11-11
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28 May 1969 C 2, AR 600-17

S T A T E M E N T

I. the undersigned, do not intend to appeal my reduction to
the grade of SERGEANT.

VU
^JOHW R. MEADOWS

RA 11 160 231
SGT. Co B, 1st Bn, 19th Inf

ifFigure 11-1-6.1.

AGO 201I6A '11—13
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C 2, AR 600-17 28 May 1969

REFERENCE OR OFflCC SYMBOL

Underwood, Ralph T.
RA 19300831

SUBJECT

Recommendation for Promotion

DISPOSITION FORM
(AR 340-IS)

T0 CO, 1st Bn, 19th Inf
Fort Miller, Utah

FROM CO, Co B, 19th Inf
Fort Miller, Utah

CMT I

1. SP4 Ralph T. Underwood, RA 19300831, is recommended for promotion to the grade
of Sergeant.

2. The following additional information is submitted:

a. PMOS: 11C20

b. DMOS: 11C40

c. TOE: 3 years

d. ETS: 3 Feb 70

e. DOR: Apr 65

f. Time in Grade: 1 year, 9 months

g. Educational level: 11% years

3. SP4 Underwood performs all the duties of a 4.2 mortar squad leader in a superior
manner. He was promoted to Acting Sergeant due to his outstanding ability and
leadership. It is my belief that he is fully qualified for promotion to Sergeant.

THOMAS W. LINGEN
CPT, Inf
Commanding

P _ A
UA

FORM
1 FEB 62

REPLACES DO FORM 96, EXISTING SUPPLIES OF WHICH WILL BE
ISSUED AND USED UNTIL 1 FEB 63 UNLESS SOONER EXHAUSTED. * u-5- GOVEHNM.NT Pn,NTiNa OFH« : »u o-707-.ii

11-1-6.2.

11-14 AGO 20116A
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28 May 1969 C 2, AR 600-17

PROCEDURE 11-1-7
^ENLISTED PROMOTIONS REQUIRING QUOTAS

1. References.
a. AR 310-10.
b. AR 600-200.

2. Form. DA Form 2496 (Disposition Form).

3. General, a. Enlisted personnel recommended
for promotion must meet the criteria set forth
in AR 600-200. Control will be exercised by
promotion authorities to insure promotions do
not exceed local cumulative pay grade va-
cancies, major command ceilings, or allotted
quotas. A recommendation for promotion will
be submitted only as authorized in local com-
mand directives.

b. The unit will receive a promotion alloca-
tion from the next higher headquarters. The
letter of allocation will indicate the number of
promotions that may be made in each grade.
The letter will also contain a list of MOS's in
which promotions may not be effected, a roster
of soldiers previously recommended, and the
latest date on which recommendations will be
submitted to the allocating headquarters.

4. Procedures, a. The method by which eligible
soldiers are selected for promotion to pay
grade E-4 is at the discretion of the unit com-
mander. The unit commander may establish a
unit promotion board or may act individually
on recommendations submitted by designated
leaders within the unit.

(1) Check the MPRJ of the recommended
soldiers for flagging action under AR 600-31
and pending personnel actions. Advise the unit
commander of any pending actions affecting
the eligibility of the soldier for promotion.

(2) Verify the eligibility of the soldier for
promotion from the criteria contained in AR
600-200.

(3) Report the name of the soldier se-
lected through the personnel staff NCO, to the
PSD by indorsement to the letter of allocation

AGO 20116A

in accordance with instructions furnished by
the PSD.

(4) The PSD will verify the eligibility of
the soldier for promotion and indorse the-cor-
respondence to the unit for issuance of verbal
appointing orders. The PSD will attach a re-
quest for issuance of confirmatory special or-
ders to the correspondence.

(5) After issuance of the verbal appoint-
ing order, the unit commander will complete
the request for confirmatory special orders by
filling in the missing data (e.g., date of verbal
order), authenticate the request for orders,
and dispatch it to the PSD within 24 hours after
issuance of the verbal orders.

b. Except for the use of screening boards,
the method by which soldiers are selected for
recommendation for promotion to pay grades
E-5 and E-6 is determined by the policies of
the promotion authority and the unit com-
mander; however, these policies must be con-
sistent with the intent and spirit of chapter 7,
AR 600-200. Upon selection of a soldier to be
recommended for promotion within a quota al-
location from the battalion headquarters—

(1) Check the soldier's MPRJ for flag-
ging action under AR 600-31 or pending per-
sonnel actions which might affect his eligibil-
ity for promotion. Advise the unit commander
if the soldier's eligibility is affected.

(2) Verify the eligibility of the soldier
for promotion from the criteria contained in
AR 600-200, and the letter of allocation. The
MPRJ is used as a source of data for establish-
ing the soldier's eligibility.

(3) Prepare a recommendation for pro-
motion in original and 1 copy (fig. 11-1-7.1)
unless otherwise instructed by the battalion
headquarters.

(4) Upon completion of action by the unit
commander—

11-17
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C 2, AR 600-17

(a) Remove 1 copy of the correspon-
dence for file.

(&) Submit the original copy to the bat-
talion headquarters.

c. The battalion personnel staff NCO will no-
tify the unit of the date, time and place that a
promotion board will be convened, if the bat-
talion uses a board for the selection of soldiers
for promotion to grades E-5 and E-6.

d. The first sergeant will—
(1) Notify the soldier concerned of the

date, time, and place.

28 May 1969

(2) Advise the soldier of the proper uni-
form to be worn.

e. The promotion authority will cause orders
to be issued promoting the soldiers selected to
grades E-5 and E-6. Upon receipt of the unit
distribution of the promotion order—

(1) Give 1 copy to the first sergeant so
the individual may be notified in accordance
with unit policy.

(2) Place 1 copy in the morning report
suspense file under the effective date of the
promotion.

11-18 AGO 20116A
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28 May 1969 C 2» 600-17

REFERENCE OR OFFICE SYMBOL

Underwood, Ralph T.
RA 19300831

SUBJECT

Recommendation for Promotion

DISPOSITION FORM
(AR 340-IS)

T0 CO, 1st Bn, 19th Inf
Fort Miller, Utah

FROH CO, Co B, 1st Bn,
19th Inf
Fort Miller, Utah

DATE 12 May 1969 CMT 1

1. UP AR 600-200, SP4 Ralph T. Underwood, RA 19300831, is recommended for promotion
to SERGEANT.

2. The following additional information is submitted:

a. PMOS: I1C20

b. DMOS: 11C40

c. TOS: 3 years

d. ETS: 3 May 71

e. DOR: May 66

f. EDUCATIONAL LEVEL: 11% years

3. SP4 Underwood performs all of the duties of a 4.2 Mortar Squad Leader in a
superior manner. He was appointed to Acting Sergeant due to his outstanding ability
and leadership. It is my belief that he is fully qualified for promotion to SERGEANT.

4. SP4 Underwood is in a promotable status.

5. This recommendation is submitted in response to para 3, letter HQFBN-XIX dated
25 April 1969, subject: Quota for Temporary Promotions to Pay Grades E4 thru E6.

THOMAS W. LINGEN
CPT, Inf
Commanding

P\ A FORM O_1 ftff REPLACES DO FORM 96, EXISTING SUPPLIES OF WHICH WILL BE
Uf\ 1 PEB« .C4S7O ISSUED AND USED UMTIL I FES « UNLESS SOONER EXHAUSTED. * u -* • wv»m«Nr namm omecj iMa»-»>-*

11-1-7.1
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C 2, AR 600-17 28 May 1969

Procedure 11-1-9
EXCHANGE ASSIGNMENTS

, 1. Reference. AR 614-6.

*2. Form. DA Form 2496 (Disposition Form).

3. General. An individual assigned within the
continental United States may request an ex-
change reassignment ("swap assignment")
with another individual at a different station
within CONUS for mutual convenience. As-
signments of this type are not considered in the
best interest of the Government, therefore all
expenses incident to travel, shipment of house-
hold goods, etc., will be borne by the individual
concerned. All commanders concerned must
concur in the proposed exchange assignment
and establish a mutually agreeable date of
reassignment. Preliminary agreement between
the two individuals concerned will be arranged
on a person-to-person basis and only one indi-
vidual will submit an application.
4. Procedure, a. Prior to initiation of a request
the soldier must have in his possession a state-
ment from the individual with whom he wants
to exchange assignments. The statement must
meet the requirements of AR 614-6 and must
contain name, grade, PMOS, unit and station
(fig. 11-1-9.2).

b. Inform the soldier that all expenses inci-
dent to reassignment will be paid by him and
that travel time is not authorized; however, he
may be granted ordinary leave, during which
all travel is to be accomplished. If the soldier
does not have sufficient accrued leave he must

submit a request for advance leave or excess
leave (Procedure 11-2—4).

c. Advise the soldier that if his request is ap-
proved he must make all arrangements for
shipment of household goods by commercial
means, and that Government facilities witt not
be utilized.

d. Prior to initiating DA Form 2496 ,(fig.
11-1-9.1), insure that both men have the same
grade and MOS as required by AR 614-6.
•fae. Interview the soldier as necessary to ob-
tain the information for the application. Ver-
ify basic data and ascertain whether the sol-
dier is subject to flagging or other personnel ac-
tions.

/. Have the soldier read and sign waiver of
Government payment of expenses incident to
reassignment (fig. 11-1-5.2).
irg. Obtain information from the unit com-
mander and prepare Comment 2. The unit
MOS inventory data can be computed from the
monthly Personnel Information Roster.

h. Prepare application in original and 5 cop-
ies and have the soldier sign original.
ifi. After unit commander has signed Com-
ment 2 (fig. 11-1-9.1—continued) —

(1) Remove a copy of correspondence for
unit files.

(2) Forward application in original and 4
copies through battalion headquarters to the
PSD.

(3) Rescinded.

11-20 AGO 20116A
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28 May 1969 , C 2, AR 600-17

DISPOSITION FORM
(AR 346-tS)

REFERENCE OR OFFICE SYMBOL

UNDERWOOD, Ralph T.
RA 19300831

SUBJECT

Request for Exchange Assignment

TO FROM DATE CMT 1
CO, Co B, 1st Bn, 19th Inf PFC Ralph T.' Underwood 1 Mar 69
Fort Miller, Utah RA 19300831, Co B, 1st Bn,

19th Inf, Ft Miller, Utah

1. Under para 24, AR 614-6, I request an exchange assignment to Camp Drum, _
New York.

2. I have made person-to-person contact 'with another service member who has the
game MOS, grade and qualifications that I have. His statement is attached as
inclosure 1.

3. The following information is furnished on the service member this transfer is
to be effected with:

NAME: Harold V. Smith
GRADE : PFC
SNi RA 18900342
PMOS : 11B10
UNIT: Headquarters Company, USAG (2431)
STATION: Camp Drum, New York

4. I understand that I must pay all costs involved in connection with this
permanent change of station and that no reimbursement is authorized for travel
or transportation of myself or my dependents.

1 Incl R A L P J T . UNDERW
•as • • RA 19300831

f\A f\C
1 FEB 62 J&4.7O ISSUED AND USED UNTIL 1 F6B BS UNLESS SOONER EXHAUSTED. * "•*• «°VMNMNT MINTIN.OFFICE , 1.11,0-107-111

icFigure 11-1-9.1.

AGO 20116A 11-21
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C 2, AR 600-17 28 May 1969

ATDG-CB (1 Mar 69)
SUBJECT: Request for Exchange Assignment

THRU CO, 1st Bn, 19th Inf PROM CO, Co B, DATE 2 Mar 69 CMT 2
1st Bn, 19th Inf

TO CG, 99th Inf M.V
ATTN: AG-PSD

1. Recommend approval*

2. Conduct

3. Soldier's MOSi

a. Primary: 11B10

b • Se c ondary : None

c • Addit lonal : None

d. Duty: llffLO

4-* This unit is overstrength in soldier's MOS:

a. Authorised! 86 E3 11B10

b. Operating: 94 E3 11B10

5* PFC Underwood Is not under charges, investigation, flagging action
under AR 600-31, or administrative actions which may result in reassignment
or separation*

1 Incl THCMAS W. LINGEN
as CPT, Inf

Commanding

ifFigure 11-1-9.—Continued.
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28 May 1969 C 2, AR 600-17

23 February 1969

S T A T E M E N T

I agree to the exchange assignment with PFC Ralph T. Underwood*
RA 19300831, PMOS 11B10, presently stationed at Fort Miller, Utah.

If this request is approved. I understand that expenses incident
to this assignment will be borne by me. I further understand that
any time used as travel between duty stations will be charged against
me as ordinary leave.

The following personal data required by AR 6K-6 is submitted:

NAMEs Howard W. Smith
GRAIEt PFC
PMOS: 11B10
UNIT: Headquarters Company, USA Garrison (2431), Camp Drum,

New York, 12345.

HOWARD W, SMITH
PPC, RA 11365101

11-1-9.2.
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C 2, AR 600-17 28 May 1969

Procedure 11-1-10
INTRADIVISIONAL REASSIGNMENT

1. Reference. AR 614-6.

. Form. DA Form 2496 (Disposition Form).

3. General. A soldier may request ah intradivi-
sional reassignment when he can be utilized in
another organization "within the division. Reas-
signment of enlisted personnel between units
located at the same station, installation, or ac-
tivity, may be effected by the commanders of
battalions, divisions, etc., without regard to the
policy restrictions or assignment limitations
imposed on permanent change of station, pro-
vided such reassignment will not result in a
permanent change of station for the individual
concerned.

Tfc-4. Procedure, a. The first orderly room action
on a request for reassignment within the divi-
sion should be an interview by the first ser-
geant and unit commander. The interview with
the unit commander will be arranged accord-
ing to unit policy.

Prepare the soldier's request for reas-

signment on DA Form 2496 in original and 3
copies (fig. 11-1-10.1).

•^(1) Verify the basic personal data. As-
certain whether individual is subject to flag-
ging or other personnel actions.

•^•(2) Have the_ soldier sign the request and
tell him that he will be informed of the final
action on his request.

c. Prepare the unit commander's comment
based on the results of the interview (Com-
ment 2, fig. 11-1-10.1).

•*•(!) The status of the soldier's PMOS in
the unit should'be indicated as "Authorized
(number) and Operating (number)." This in-
formation may be computed from the posted
monthly Personnel Information Roster.

(2) If the soldier's PMOS is not autho-
rized in the unit TOE, the unit commander's
comment should so state.

d. Upon completion of the unit commander's
comment—

(1) Remove a copy of the correspondence
for the unit file.

•A-(2) Forward the original and 2 copies to
the battalion headquarters.

11-24 AGO 201 ISA
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28 May 1969 C 2, AR 600-17

DISPOSITION FORM
(AR 340-1S)

REFERENCE OR OFFICE SYMBOL

UNEERWOOD, Ralph T.
RA 19300831

SUBJECT

Request for Reassignment

TO CO, Co B, 1st Bn, 19th Inf,
Ft Miller, Utah

PROM PHTRalph T. Undervoofl DATE 15 Jan 1969
RA 19300831, Go B, let Bn,
19th Inf, Ft Miller, Utah

CMT I

1. Under AR 614-6, I request reassignment to Headquarters and Headquarters Company,
2d Battalion, 19th Infantry, Fort Miller, Utah.

2. Vty prljnary MOS Is not authorised In the TOE of this organization and I am
currently performing duty in an additional MOS. The unit to which I am requesting
reassignment has an authorized vacancy in my PMOS.

RALPH T. UNDERWOOD
PFC, RA 19300831

r\ A FORM
Uf\ 1FEB«

REPLACES DO FORM 96, EXISTING SUPPLIES OF WHICH WILL BE
ISSUED AND USED UNTIL 1 FE8 « UNLESS SOONER EXHAUSTED. *"•'• GOVI.KMHT

11-1-10.1.

om« , 1HJO-«r-.n
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C 2, AR 600-17 28 May 1969

AIDG-CB (15 Jan 69)
SUBJECT: Request for Reassignment

TO GO, 1st Bn, l?th Inf FROM CO. Co B, 1st Bn. 19th Inf DATE 1? Jan 69 CMT 2

1. Recommend approval.

2. Conduct £g£____Efficiency

3. Status of soldier:

a. VTMOS: 11B10

b. Duty: ?1B10

c. SMOS: 76A10

d. AMOS: 71B10

e. ETS: Mar 70

li. Status of soldier's PMOS in unit:

a. Authorized: None

b. Operating: None

5. HFC Underwood is not under charges, investigation, flagging action under
AR 600-31, or administrative action which may result in reassignment or
separation.

THOMAS W. LINGEN
OPT, Inf
Commanding

ifFigure 11-1-10.2.
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28 May 1969 C 2, AR 600-17

Procedure 11-1-11
PERMISSIVE REASSIGNMENT

1. Reference. AR 614-6.

*2. Form. DA Form 2496 (Disposition Form).
3. General. Soldiers assigned within the con-
tinental United States may request reassign-
ment to another station in the United States
when personal problems present a need for
such reassignment, but they do not have suffi-
cient basis for a compassionate reassignment.
A permissive reassignment is not considered in
the best interests of the Government and the
soldier will be required to pay all costs of the
move including transportation of household
goods, movements of dependents, etc. Travel
time is not authorized for a permissive reas-
signment but ordinary leave may be granted
to accomplish the travel. This type of reassign-
ment request may be submitted only when an
appropriate grade and MOS vacancy exists at
the station to which reassignment is desired.
Inquiries will not be initiated through official
correspondence nor will installation command-
ers be queried by personal letters.

4. Procedure, a. The first orderly room action
on any application for reassignment is a per-
sonal interview by the unit commander accord-
ing to unit procedures.

b. Prior to actual submission of the applica-
tion, the soldier must obtain documentary evi-
dence to establish the existence of family prob-

lems necessitating reassignment. If a prior re-
quest for compassionate reassignment was dis-
approved, the same documentary evidence may
be used for permissive reassignment.

c. Interview the soldier as necessary to ob-
tain information for the application (fig.
11-1-11.1) and verify his eligibility from AR
614-6.

d. Have the soldier read and sign waiver of
Government payment of expenses incident to
reassignment (fig. 11-1-5.2).

e. Inform the soldier that if he does not have
sufficient accrued leave time to accomplish
travel to new duty station he must request ad-
vance or excess leave (Procedure 11-2-4).

/. Prepare the application in original and 5
copies using information furnished by the sol-
dier.

•fag. Obtain information for Comment 2 (fig.
11-1-11.1). Ascertain whether individual is
subject to flagging or other personnel actions.
Data concerning the unit MOS inventory may
be computed from the monthly Personnel In-
formation Roster.
ifh. On completion of Comment 2—

(1) Remove a copy of applicaton for unit
file.

(2) Forward application in original and 4
copies through battalion headquarters to the
PSD.

AGO 20116A 11-27
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C 2, AR 600-17 28 May 1969

REFERENCE OR PFFICE SYMBOL

UNDERWOOD, Ralph T.
RA 19300831

SUBJECT

Request for Permissive Reassignment

DISPOSITION FORM
(AR 340-1S)

TOCO, Co B, 1st Bn, 19th Inf, FROUPFC Ralph T. Underwood DATE 15 Jan 19̂ 9 CMT i
Ft Miller. Utah RA 19300831, Co B, 1st Bn,

19th Inf, n Miller, Utah

1. Under paragraph 22, AR 6K-6, I request a permissive reassignment to Camp Drum,
New Tcrk.

2. On 12 December 1968, my father suffered a minor heart attack. Our family doctor
stated that he would not be able to work full time when he recovers from his illness.
My mother had to stop working in order to take care of ny father. I feel if this
transfer is approved that I would be more able to help out at home. My home is 14
miles from Camp Drum, New York. Statement of our family physician is attached as
inclosure 1.

1 Incl
•Statement of Dr* Lee

•Sample not provided.

RALPH T. UIDERHOO)
PFC, RA 19300831

.DA 1 FEB 62 2496
REPLACES DO FORM >6, EXISTING SUPPLIES OF WHICH WILL BE

FEB SJ UNLESS SOONER EXHAUSTED. *«•*• ' HIMIIMS «"ici . IMI 0-7.7-111

•kFigure 11-1-11.1.

11-28 AGO 20116A
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28 May 1969 C 2, AR 600-17

AJODG-CB (15 Jan 69)
SUBJECT: Request for Permissive Reassignment

THRU CO, 1st Bn, 19th Inf SKOM CO, Co B, 1st Bn, DATE: 16 Jan 69 CMP 2
19th Inf

TO CG 99th Inf MLv
ATTN: AG-PSD

1. Recommend approval

2. Conduct

3. Soldier's MGS:

a. Primary: 71B20

b. Secondary: 71F20

c. Additional i None

d. Duty. 71B20

4. Thin unit is overstrength in soldier's MOS:

a. Authorized: 36 £3 71B20

b. Actual: 88 E3 71B20

5* PFC Underwood la not under charges, investigation, flagging action under
AR 600-31, or other administrative actions which may result In reassignment
or separation.

1 Incl THOMAS W. LINGEN
nc CPT, Inf

Corananding

11-1-ll.S.
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C 2, AR 600-17 28 May 1969

Procedure 11-1-15
TEMPORARY DEFERMENT FROM FOREIGN SERVICE

1. Reference. AR 614-30.

*2. Form. DA Form 2496 (Disposition Form).

•£3. General. Under the provisions of chapter 3,
AR 614-30, a soldier may be granted a tempo-
rary deferment from oversea service when
compliance with such orders will impose undue
hardship upon the individual or his family. Cri-
teria for determining "hardship" are set forth
in AR 614-30. In no case will AR 614-30 be
used as a means of affording individuals an un-
justified delay in departure from their home
stations. To avoid excessive loss of time in pro-
cessing approved requests for deferment, every
effort will be made to expedite the forwarding
of applications.

4. Procedure, a. The first orderly room action
on any application for deferment is a personal
interview by the unit commander according to
unit procedures. .

b. Prior to actual submission of the applica-
tion, the soldier must obtain documentary evi-

dence, in accordance with AR 614-30, to estab-
lish the existence of family problems necessi-
tating deferment.

c. The soldier must make a statement as to
whether or not request for deferment from
this or another oversea assignment has ever
been submitted and the action taken in res-
ponse to such a request.
•jlfrf. Based on information provided by the
soldier, type the request on DA Form 2496 in
original and 2 copies.
ife. The unit commander's indorsement will
include information as prescribed by AR
614-30. Check MPRJ (DA Form 201) for flag-
ging action or pending personnel actions.

/. On completion of Comment 2 by the unit
commander—

(1) Remove a copy of correspondence for
unit files.

(2) Forward application in original and 1
copy through battalion headquarters to the
PSD.

11-30 AGO 20116A
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Procedure 11-1-16
VERIFICATION AND USE OF PERSONNEL INFORMATION ROSTER

1. References.
+a. AR 600-200.

b. AR 600-16.
c. DA Pam 600-8.

2. Forms.
a. Personnel Information Roster (Machine)

DA 2472 (app 6-III).
6. Personnel Information Roster (Manual)

(fig. 3-11.1, DA Pam 600-8).

3. General. The Personnel Information Roster
is a monthly roster listing basic information on
all officer and enlisted personnel assigned to
each company of the division. It is a means of
communication between the PSD and a com-
mander or staff supervisor regarding personnel
management activities. The roster is main-
tained on a day-to-day basis to indicate for-
warding of requests for reclassification or reas-
signment; approval of OJT; posting of special
orders; changes of duty titles or duty MOS;
recommendations for appointment, conduct,
and efficiency ratings; and remarks pertaining
to qualification in DMOS.

4. Procedure, a. Upon initial receipt of the
letter from the PSD (fig. 11-1-16.1) with 4
copies of the Personnel Information Roster—

(1) Verify entries on the roster by check-
ing against the preceding month's posted ros-
ter.

(2) Correct errors by drawing a single
line through erroneous data and printing cor-
rect information.

b. In addition to the sources of information
in paragraph 3, check with the first sergeant
and unit commander for any other information
or actions the unit commander desires in the
"Remarks" column.

c. Print information from the previous
month's posted roster and additional informa-
tion and actions desired by the unit commander
in the "Remarks" column on all copies of the
roster.

AGO 201I6A

d. Prepare an indorsement to return the ros-
ters to the PSD (fig. 11-1-16.1).

e. Attach all copies of the roster and give to
the first sergeant to check for accuracy and
proper content.

/. When the first sergeant has completed
checking the correspondence, submit it to the
unit commander for verification and signature.

g. After receipt of the signed correspondence
and attached rosters from the unit com-
mander—

•jlr(l) Dispatch the original and 1 copy of
the letter, and the original and 1 copy of the
roster to the PSD.

(2) Retain 1 copy of the PSD letter in the
unit files.

(3) Retain 1 copy of the roster to be used
as a work copy. Keep the roster posted daily by
entering changes in duty MOS, reclassification
and reassignment actions, requests for OJT
submitted to the commander, special orders,
conduct and efficiency ratings, and other appro-
priate remarks as directed by the unit com-
mander.

h. The PSD will take appropriate action on
the annotated roster and return 1 copy of the
roster indicating the action has been accom-
plised or is pending. Upon receipt of the copy
of the completed roster from the personnel
management team specialist—

(1) Route the roster to the first sergeant
and the unit commander for information rela-
tive to action completed by the PSD, and re-
quests from the PSD for action to be accom-
plished by the unit.

(2) Withdraw file copy of the letter re-
ferred to in 0(2) above, and destroy.

(3) Post comments from the returned ros-
ter to the work copy gr(3) above, and file the
returned roster in the unit files for 3 months,
then destroy. ;

i. Upon receipt of the next month's com-
pleted roster from the PSD, repeat the mainte-
nance procedures.
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DEPARTMENT OF THE ARMY
HEADQUARTERS

99TH ITvTATOY DIVISION
FORT MILIER, UTAH 00000

6 April 1969

SUBJECT: Verification of Personnel Information Roster

Commanding Officer
Company C, 2d Battalion
19th Infantry
Fort Miller, Utah

1. Three (3) copies of a Personnel Information Roster for your
organization are attached for verification and comment.,

2. Request that the information on the roster be verified and
changes and/or discrepancies be noted in the remarks column. An
asterisk appearing in the remarks column opposite a line entry
indicates a possible mal-assignment or other discrepancy in the
data shewn.

3. Remarks to be entered are:

a. Charges of duty assignments.

b. Enlisted efficiency ratings in the event of supervisory •
changes*

c. Classification or reclassification actions desired.

d. Satisfactory completion of on-the-job training.

e. Discrepancies in duty titles or duty MOS.

f. Other pertinent irformation.

4. The Personnel Information Roster verified in February, May,
August, and November will be annotated with a "yes" opposite the
names of soldiers recommended for promotion to the next higher
temporary grade. Recommended individuals must meet all eligibility
criteria in AR 600-200 or meet the criteria by (specify date), to be
recommended for promotion.

ifFigure 11-1-16.1
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SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil



28 May 1969 C 2, AR 600-17

6 April 1969
SUBJECT: Verification of Personnel Information Roster

5. Two copies of the verified Personnel Information Roster are to
be returned to this headquarters, ATTN: AGPSD-M, not later than
five work days after receipt.

FOR THE COMMANDER!

1 Incl JOHN W. SMITH
as GPT, AGO

Asst A3j Gen

(6 April 1969) 1st Ind

CO, Co B, 1st Bn, 19th Inf, Fort Miller, Utah, 5 June 1961

TO: Commanding General, 99th Inf Div, Fort Miller, Utah

Paragraphs 2, 3, 4, and 5 of basic letter complied with.

1 Incl JAMES R. JONES
wd trip cy CPT, Inf

Commanding

ifFigure 11-1-16.1—Continued.
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Procedure 11-1-17
VOLUNTEER FOR FOREIGN SERVICE

1. Reference. AR 614-30.

. Form. DA Form 2496 (Disposition Form).

General. An individual volunteering for
foreign service must meet the criteria con-
tained in AR 614-30. The submission of a re-
quest for oversea service constitutes a waiver,
if applicable, of any assured service in CONUS
or area of residence. This request will also con-
stitute a commitment to extend term of enlist-
ment or active duty, or to reenlist in order to-
have sufficient remaining service to complete
the prescribed tour in the oversea area. If the
application is approved reassignment is di-
rected, reenlistment, extension of active duty
or extension of enlistment will be accomplished
prior to departure from the home station.
4. Procedure, a. Have the soldier read the
eligibility requirements in AR 614-30 and as-
sist him in determining his eligibility.

Interview the soldier to obtain the nec-
essary information for the application (fig.
11-1-17.1). Verify personal data and deter-
mine whether individual is subject to flagging
or other pending personnel actions.

c. Prepare the application and Comment 2 on
DA Form 2496 in original and 4 copies (fig.
11-1-17.1).
•fad. When the unit commander has completed
Comment 2—

(1) Remove a copy of the correspondence
for the battalion headquarters and place a red
check mark beside the address of the head-
quarters.

(2) Remove a copy of the correspondence
for the unit file.

(3) Forward the application in original
and 2 copies to the PSD.
•^•e. When an approved request for foreign
service is received, notify soldier in accordance
with unit policy.

11-34 AGO 20116A
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DISPOSITION FORM
(AR 34Q-1S)

REFERENCE OR OFflCE SYMBOL

RODNEY, Alfred J
RA 31228175

SUBJECT

Request for Oversea Service

TO
CO, CO D, 2d Bn, 3d Inf
Fort tfrer, Virginia

FROM
CPL Alfred J. Rooney
RA 31228175, Co D,
2d Bn, 3d Inf

DATE , CMT 1
7 April 1969

1. Under Chapter 2, AR 614-30, I request reassignment to the following oversea
area in the priority indicated:

a. Africa and Middle East Asia: ( ) ______________•

b* European Areat
(EURA)

c. Far East and Pacific Area:
(FEPA)

d. North America and North Atlantic Area
(NANA)

e. South America and Caribbean Area:
(SAGA)

(3) ^.^Germany

(!) ^.Hawaiian Islands

(2) Vietnam___________

U) Puerto Rico

2. I I j l n j Jjiil i i ' in have dependents. ^ last completed oversea tour was Qj_HliV
(without) dependents in Korea_______. *fr IROS was 12 July 1967

3. If selected for assignment to an oversea area of my choice, I will extend my
period of active duty, or reenlist, in order to complete the normal oversea tour
as prescribed in AR 614-30.

block)

NOTE: This format, is suitable for reproduction as a form letter

r\ A FORM
Uf\ 1FEB B2

REPLACES DD FORM 96, EXISTING: SUPPLIES OF WHICH WILL BE
ISSUED AND USED UNTIL I FEB 63 UNLESS SOONER EXHAUSTED. * "•=• SOV__«H,NT -HINTING OFFICE , l««) o-7.T-.ll

* Figure 11-1-17.1
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AIDG-CB (7 Apr 69)
SUBJECT: Request for Oversea Service

TO CG, 99th Inf Div TOOM CO, Co B, 1st Bn_ DATE 9 Apr 69 CMP 2
ATTN: AG-PSD 19th Inf

1* Recommend approval,

2. Conduct l**t*£&*fc Efficiency

3* CPL Rooney is not under charges, investigation, flagging action under
AR 600-31. or administrative actions which may result in reassignment or
separation*

^\

f \ .
Copy furn TRM'R. FLANAGAN
CO, 2d Bn, 3d Inf CPT, Inf

Commanding

if Figure 11-1-17.2
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Section III. PERSONNEL ACTIONS AND PERSONAL AFFAIRS

Procedure 11-2-4
LEAVE AND PASS

1. References.
a. AR 630-5.
b. AR 630-20.

*2. Forms.
a. DA Form 31 (Request and Authority for

Absence).
b. DA Form 2496 (Disposition Form).
c. DD Form 345 (Armed Forces Liberty

Pass).
d. DA Form 647 (Official Personnel Regis-

ter).

^3. General, a. A soldier accrues 30 days leave
a year (2 1/2 days per calendar month). Under
certain circumstances he may be granted emer-
gency leave, more leave than he has accrued
(advance leave), or leave in excess of advance
leave (excess leave). Except for emergency
leave, the day a soldier "signs out" at his unit
is the first day of leave, and the day before he
"signs in" at his unit is the last day of leave.
The day a soldier "signs in" from leave is a
day of duty and is not chargeable as leave. As
an exception, once a leave has started he will
be charged with 1 day even though he signs in
on the same day. Emergency leave begins on
the day of departure from the Port of Embar-
kation (POE) in the CONUS and ends on the
day before the day of return to the POE. Travel
to and from CONUS is in TOY status and is at
Government expense. Leave is reported on the
unit morning report based on information
from the duplicate copy of the leave request
and the Personnel Register (DA Form 647)
(Sign-Out Register). Care must be taken to in-
sure that morning report entries are made
when a soldier's leave status changes from or-
dinary to advance or excess leave. Each major
commander will publish local leave policies in
command directives. These policies must be

AGO 20116A

checked thoroughly before processing leave re-
quests.

b. The approving authority for ordinary
leave of officers assigned to organic companies/
batteries/troops is normally the commander of
the unit. Staff officer leaves normally are co-
ordinated with the commander of the staff to
which the officer is assigned. As a result, officer
leave requests will be processed as indicated in
paragraph 4, with appropriate modifications
according to unit policies.

^•4. Procedure, a. Regular and Special pass.
Prepare DD Form 345 (Armed Forces Liberty
Pass) for each soldier in grades E-l through
E-5 assigned or attached to the unit. Informa-
tion to complete the DD Form 345 will be
taken from the Personnel Information Roster.
DD Form 345 will be issued and controlled ac-
cording to unit policy. The identification card
(DD Form 2A) is used as a regular pass for
enlisted men in grade E-6 and above.
ifb. Special pass. Prepare special passes on
DA Form 31 in duplicate, or other command
approved form. After the pass is approved and
signed (if DA Form 31 is used)—

(1) Give the original to the first sergeant
for issuance according to unit policy.

(2) File the duplicate in the unit suspense
file under the date of return from pass. This
will serve as a check to insure that the soldier
returns from pass and "signs in" as scheduled.
ifc. Ordinary leave.

(1) Determine if the request for leave has
the informal approval of the soldier's immedi-
ate superior.

(2) Check the unit duty roster for the sol-
dier's scheduled duties during the period of
leave. If possible provide a replacement; if not,
the leave should be disapproved.

if (3) Rescinded.
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(4) If the number of days leave requested
would result in a negative balance and the in-
dividual still desires the leave, the request will
be processed as a request for advance or excess
leave.

if (5) If the number of days leave requested
is equal to or less than the amount of accrued
leave, complete the leave request in original
and 1 copy.

(6) Have the soldier sign the request and
submit it to his immediate superior in accord-
ance with unit policy.

(7) When leave has been approved by the
first sergeant and signed by the unit com-
mander—

(a) Give the original to the first ser-
geant to issue to the soldier.

(b) File the copy in the morning report
suspense file under date of leave.

d. Ordinary leave outside CONUS.
(1) Requests for permission to visit Can-

ada, Mexico, Bermuda, Canal Zone, and the
West Indies normally are approved by the unit
commander, unless that authority is withheld
by higher headquarters. They will be processed
in the same manner as ordinary leave. A leave
to the Canal Zone must include authority to
visit the Republic of Panama.

(2) Requests for authority to visit other
areas outside CONUS must be submitted at
least 20 days in advance of the leave period in
the format shown in figure 11-2-4.3.

-,V(3) Rescinded.
(4) Prepare the request in original and 2

copies.
(5) Prepare DA Form 31 and attach as

inclosure 1.
(6) Arrange for the unit commander to

counsel the soldier as required by AR 630-5.
(7) Upon completion of Comment 2 by

the unit commander—
(a) Remove 1 copy of the correspon-

dence for suspense (5-day suspense).
( & ) Forward original and 1 copy to the

PSD through battalion headquarters.
(8) Orders, if required, and instructions

will be issued upon approval of the leave by
the PSD.

(9) When approved leave is returned

11-38

from the PSD, comply with c(7)(a) and (b)
above.

e. Advance leave. When leave is required to
solve emergency, morale, or personal problems
and the soldier has not accrued sufficient leave,
leave may be advanced based on 2i/_> days for
each month of service remaining before sepa-
ration up to a maximum of 45 days. Normally,
advance leave is approved by the unit com-
mander. Process in accordance with c above,
except that Item 4 of DA Form 31 will indicate
"Advance Leave." The request must indicate
reason advance leave is required.

/. Excess leave. Excess leave is leave with-
out pay or allowances. It may be granted only
for emergency or unusual conditions when the
total leave required is greater than accrued
leave plus the amount that can be advanced.

(1) Interview the soldier to determine—
(a) Reason for the leave.
(b) Why excess leave is necessary.
(c) Total amount of leave being re-

quested.
(d) Total amount of excess leave being

requested.
(e) Effective date of leave.
(/) Leave address.

-^•(2) Determine the soldier's accrued leave
balance.

(3) Prepare the request in original and 3
copies (fig. 11-2-4.4).

(4) Prepare a DA Form 31 and attach as
Inclosure 1. Item 4 will indicate "Excess
Leave."

(5) Give the completed request to the sol-
dier to submit in accordance with unit policy.

(6) When the leave has been informally
approved according to unit policy—

(a) Prepare the unit commander's rec-
ommendations as Comment 2 to the request.

(6) Submit the request for signature.
(7) When the unit commander has com-

pleted his comment—
(a) Remove a copy of the request for

the suspense file (5-day suspense).
(6) Forward the original and 2 copies

of the request to the PSD.
(8) When approved leave is returned

AGO 20116A
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from the PSD, comply with c(7)(ct) and (b)
above.

g. Emergency leave.
(1) Emergency leave policies are con-

tained in AR 630-5. An emergency leave can-
not occur when the soldier and the point of
leave are both within CONUS. Such leave,
though prompted by emergency reasons, is or-
dinary leave and is processed as in c above, but
on an expedited basis.

(2) Emergencies requiring leave to or
from a point outside CONUS ordinarily must
be verified by the American Red Cross (AM-
CROSS). All soldiers should be advised to have
friends or relatives contact the local AM-
CROSS chapter if an emergency arises. If the
soldier is contacted directly, his unit must ver-
ify the emergency through AMCROSS chan-
nels and this could cause undue delay.

•A-(3) If the emergency has been verified by
the AMCROSS, obtain the following informa-
tion from the soldier and unit files and prepare
an application in original and 2 copies (fig.
11-2-4.5).

(a) Reason for leave.
(6) Leave address.
(c) Accrued leave status.

(4) If excess leave is needed, furnish the
information required by / above.

*(5) Attach a copy of the AMCROSS mes-
sage verifying the emergency as Inclosure 1.

(6) Prepare unit commander's approval
and have it signed.

(7) Remove 1 copy and place in suspense
file (5-day suspense).

(8) If authorized by local policy, have sol-
dier hand-carry original and 1 copy of applica-
tion to the PSD.

if (9) If the emergency has not been verified
by the AMCROSS, contact the local AMCROSS
representative and request verification.
*(10) Comply with (3) through (7) above,

and forward the application to the PSD in
original and 1 copy.

(11) If the AMCROSS verification is re-
ceived at the unit, telephone or hand-carry the
message to the PSD.

(12) If the leave is approved, the PSD will
furnish orders and necessary instructions on
clearance and transportation.

(13) Upon approval the unit will expedite
clearance of the soldier and arrange for local
transportation.
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DISPOSITION FORM
REFERENCE OR OFFICE SYMBOL

Underwood, Ralph T.
RA 19300831

SUBJECT

Ordinary Leave Outside Continental U. S.

(AR 340-15)

TO FROM DATE CMT 1
CO. Co B, 1st Bn, 19th Inf PFC Ralph T. Underwood 12 Jan 69
Ft Miller, Utah RA 19300831, Co B, 1st Bn,

19th Inf, Pt Miller, Utah

1. Under the provision of AR 630-5, it is requested that I be granted permission
to visit British Honduras on ordinary leave for a period of 25 days effective
1 Feb 1969.

a. I have taken 10 days leave in the past 12 months.

b. I have 35 days leave accrued/ ,

c. Address while on leave: c/o Maile Hotel, Belize.

d. ETS: h July 1969

2. I understand that there is no obligation for the government to furnish
•transportation for any part of the travel in connection with my leave and I •
have sufficient personal funds to defray the cost of commercial transportation.

1 Incl RALPH T. UNDERWOOD
DA Form 31 RA 19300831

n A FORM O A flG REPLACES DD FORM 98, EXISTING SUPPLIES OF WHICH WILL BE
UM 1 FEB«2 _b4*7O ISSUED AND USED UNTIL I FEB 63 UNLESS SOONER EXHAUSTED. * u-s- =°VMNMwr nnaim omct. ..H o-707-.ll

if Figure 11-2-4.S
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AIDG-CB (12 Jan 69)
SUBJECT: Ordinary Leave Outside Continental U. S.

THRU CO, 1st Bn, 19th Inf FROM CO, Co B, 1st Bn, 19th Inf DATE 13 Jan 69 CMT 2

TO CG, 99th Inf Div
ATTN: AG-PSD

1. Recommend approval.

2. EFC Underwood has shown me evidence of his ability to pay commercial
transportation costs and I have counseled him concerning his responsibility
to obtain entry and exit documents as required by the country to be visited,

1 Incl
nc

" "THOMAS w.
CPT, Inf
Commanding

NOTE.—The approving authority will furnish special instructions
and orders, if required.

ifFigure 11-2-4.S—Continued.

[Next page is 11-73]
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PERSONNEL ACTION
(AR 340- IS)

F\ LE R E F E R E N C E SUBJECT
Underwood, Ralph T.
RA 19 300 831 Request for Excess Leave

0*TE

1 December 1961

": FROM: Pfc Ralph T. Underwood, RA 19 300 831
CO, Co B, 1st Bn, 19th Inf ^ B lfit ̂  19th Inf
Ft Miller, Utah n ̂ Ujeff ̂

NR

1

2

PROCESS ING ACT IONS

1. Under the provisions of AR 630-5, request that I be granted 5 days excess
leave; ,

2t If this request is approved, I understand that during
on excess leave I will not be entitled to pay and allowances.

3, Pertinent data:

a. Leave balance as of this date: 3

b. Date of normal separation from active service: 3

the period I am

Jan 62

It-. Reason excess leave is required: A lawsuit is being prepared to condemn
property which I own in Triad, Utah. To successfully defend my Interests I must
be in Triad for a preliminary settlement hearing on 6 Dec 6l.
been advanced «-ii leave that I will- accrue prior to separation.

/ ̂  ̂ y~ / ^
&' y>yf / ̂trtdztt

1 Incl RALPH T. UNDERWOOD
DA Farm 31 RA 19 300 831

I have already

Y-̂ - ̂  *"*" Ĉ

Pfc, Co B, 1st Bn, 19th Inf

TO: CG, 99th Inf Div FROM: CO, Co B, 1st Bn, 19th Inf
ATTN: AG-PSD

It Recommend approval.

2 Dec 61

2. I have interviewed Pfc Underwood and established to my satisfaction that
the circumstances require hijn to go to Triad, Utah in order to
stantial personal financial loss.

,———-f y,l y

^T^A/wlst-'J^'*- — ->
1 Incl THOMAS W. LINGEN
nc Capt, Inf

Commanding

avoid a sub-

? •
^i&S^'S
•'

USF. PLAIN PAPER FOfi CONTINUATION Of COMMENTS

DA FORM 1049 EDITION OF I OCT B3. W.HIQH IS OD5OLL-TE

Figure 11-4-44.
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F I I E R E F E R E N C E

Underwood, Ralph T.
RA 19 300 831

TO:

P E R S O N N E L A C T I O N
MR 340-15)

S U B J £ C T

Request for Etaergency
FROM; Pfc Ralph T.

CO, Co B, 1st Bn, 19th Inf Co B, 1st Bn,
APO 100, New York,

N R

1

2

N. Y. APO 100, New

O A T .

1 December 1961

Leave
Underwood, RA 19 300 031
19th Inf

York, New York

P R O C E S S I N G A C T I O N S

1. Under the
emergency leave to

provisions of AR 630-5, request that I
CONUS.

be granted 30 days

2. I have received notification from the Red Cross that my wife is seriously
ill.

3. Pertinent

a. Leave

b. Leave

3. (Included
authorized 15 clays

data.

balance as of this date: 30

address: 13025 Morgate Ave., Salt Lake City, Utah.

only If excess leave is required.) Request that I be
excess leave. My normal ETS is 12 Dec62. I understand that

during the period of excess leave I will not be entitled to pay and allowances.

1 Incl
ARCMSG

TO: CG, 99th Inf
ATTN: AG-PSD

$a£jf^ 7^'sCtfav**-**'''*--*^' —
RALPH T. UNDERWOOD
RA 19 300 831
Pfc

FROM: CO, Co B, 1st Bn, 19th Inf 1 Dec 6l
APO 100, NY, NY

APO 100, NY, NY

Recommend approval.
j

1 Incl
nc

<%&*v^
THOMAS W. LINGEN
Capt, Inf
Commanding

^^rz*?S^

USE PLAIN PAPER FOR CONTINUATION 01- COMMENTS

DA. ̂ ..104 9

Fiffurt ll-t-1.6.
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Procedure 11-2-5

MEDICAL EXAMINATIONS

1. References.
AR 40-501.

2. Forms.
a. DA Form 2496 (Disposition Form).
b. SF 88 (Report of Medical Examination).
c. SF89 (Report of Medical History).

. General. Officer and enlisted personnel are
required to undergo medical examinations for
a variety of reasons such as enlistment, ap-
pointment, to qualify for special training or
schooling, separation, etc. The number of cop-
ies of SF 88 and SF 89 required for any spe-
cific action or application are indicated in the
regulation requiring the medical examination.

4. Procedure, a. The PSD will notify the unit
commander when medical examinations are re-
quired. The required forms and any special in-
structions will be furnished by the PSD (fig.
11-2-5.1).

(1) Telephone the medical facility desig-
nated to administer the medical examinations
to personnel of the unit. Request the date and

time the individual should report for the type
of examination required.

(2) Furnish the individual the blank SF
89 (Report of Medical History) and instruct
him to complete the form in ink, in his own
handwriting, except items 6, 15, 16, 22a and b
if male, and item 40. Have him write a state-
ment of his physical condition in item 73; SF
88, as directed by the PSD (fig. 11-2-5.3). As-
sist the soldier as may be required.

(3) Direct the soldier to report to the ex-
amining facility, with the completed forms, in
accordance with unit procedure.

b. In some cases it will be required that the
individual obtain his DD Form 722 (Health
Record) or that it be obtained for him, prior to
reporting for a medical examination. This pro-
cedure will depend on the type of medical facil-
ity supporting the unit and the purpose of the
examination.
ifc. Upon receipt of the completed SF 88 and
SF 89, attach documents to correspondence
directing the medical examination and return
to the PSD (Comment 2, figure 11-2-5.1).
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C 2, AR 600-17 28 May 1969

DISPOSITION FORM
(AH MO-W

REFERENCE OR Offtd SYMBOL

AG-PSD

SUBJECT

Medical Examination/ Evaluation

TO CO, Co B, 1st Bn, 19th Inf PROM CG, 99th Inf Div DATE 5.! Mar f
Fort Miller, Utah Fort Miller, Utah 1 Dec 68

CMT 1

1. The foil-owing named enlisted men wil l accomplish medical examination/evaluation
on or before dates indicated:

GRADE

SP4
PFC

NAME SN TYPE

Statzer, Luther 0. RA 11000000 Sep
Taylor, Thomas A. US 13345623 Sep

NLT DATE

26 Feb 69
28 Feb 69

DATE COMPL

2. Personnel requiring medical examination/evaluation will:

a. Complete SF 89 (Report of Medical History) in their own handwriting in
ink, except items 6, 15, 16,.22a and b if male, and item AO. This is not required
for a periodic medical examination.

b. In their own handwriting, enter in ink in item 73 of SF 88 (Report of
Medical Examination) statements concerning their health since their last medical
examination and sign.

c. Be informed of the time and data and place to report to medical examina-
tion,

d. Be informed of where he may obtain Health Records prior to reporting for
medical examination.

e. Report to medical facility with Health Records and partially completed
SF 88's (and SF 89's, if required) for medical examination.

3. This correspondence will be returned not later than the suspense date, with
the date of completion of examination indicated in "Date Corapl" column above.-

FOR THE COMMANDER:

2 Incl
1. SF 88 (dupe)
2. SF 89

KEN WHITE
CPT, AGO
Asst AG

PORM

1 FEB «
9_* A_S REPLACES DD FORM M, EXISTING SUPPLIES OF WHICH WILL BE
£Ai>27O ISSUED AND USED UNTIL 1 FEB M UNLESS SOON8R EXHAUSTED. * «•*• •ovummiT HINTIHCorrici, IM.O-W-MI

11-76

irFigure 11-2-5.1
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AR 600-17

2 AG-PSD
SUBJECT: Medical Examination/Evaluation
TO: CG, 99th Inf Div FRCM: CO, Co B, 1st Bn, 19th Inf S3 Feb 62

ATTN: AG-PSD

Medical examinations were accomplished on the date Indicated.

2 Incl THCMAS W. liTNOEH
nc Capt, Inf

Cconnandlng

Figure ll-t-6.1—Continued.
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AR 600-17

Standard Form 60
(Rev. Aug. 1850)

BUREAU or THE BUTXIET
ClICULAB A-32

1. LAST NAME— FIRST NAME

\^i f)f\ftr~u^&
4. HOME ADDRESS (Number

Rcl (P. U ,

REPORT OF MEDICAL HISTORY <*""
THB tNFORMATIOH K FOR OFFIdAl ME OKLT AND WILL HOT RE RELEASED TO UNAUTHORIZED PERSONS

—MIDDLE NAME

, itrtdhr Rt'D, .((_ or town, tan/anil S.ofa)

J

T. SEX _ J •- RACE / ' 9 . TOTAL YBARS GOVERNMENT SERVICE

fV/l 1 /*— _._.."• *.-, MILITARY .—— CIVILIAN ,->ria.e CciuCdSidn ^> O
U. DATE OF BIRTH

1 Tern 17 o

13. PLACE OF BIRTH

1 1 T_)
w nv n ft . Frt •

IS. EXAMINING FACILITY OR EXAMINER. Alfo ADORES^

_, GRADE AND COMPONENT OR POSITION

S. PUHPOSEOF EXAMINATION

A fr^,-, r- o<s 1 ram mn
10. AGENCY

Av-rYW
14. NAME. R(LATIONSH

1. IDENTIFICATION HO.

6. DATE OF EXAMINATION

11. ORGANIZATION UtlT

P. AND ADDRESS OF NEXT OF KIN * ~~ ' ' V.

B- Undsfr-wcpd

16. OTHER INFORMATION' / ' •

17. STATEMENT OF EXAMINEE'S PRESENT HEALTH IN OWN WORDS. < Follow 6* daeripUoa of mat AWoff, ^ -Oi-ptoinr (

VUalth i s Excejlenf
11. FAMILY HISTORY

RELATION

FATHER

MOTHER

SPOUSE

BROTHERS

AND

SISTERS

CHILDREN

AGE

&
•Tf?

STATE OF HEALTH

/T*rrt //(?/?/
/r«.-_(0//(5/7/~

IF DEAD. CAUSE OF DEATH AGE AT
DEATH

19. HAS ANY BLOOD RELATION (Parent, brother, litter, alhti)
tlR HUSBAND OR WIFE-

YES NO

*/

"1

*x
,-/
*x
./
L/

iX
->•
./
-X1

(s

(Check «*ch item)

HAD TUBERCULOSIS

HAD SYPHILIS

HAD DIABETES

HAD CANCER

'HAD KIDNEY TROUBLE
HAD HEART TROUBLE

HAD STOMACH TROUBLE

'HAD RHEUMATISM (Arthritis)
'HAD ASTHMA. HAT 1-tVLK.
HIVES

'HAD EPILEPSY (Fu>)
COMMITTED SUICIDE

•̂ EEN INSANE

RELATION (S)

M. HAVE YOU EVER HAD OR HAVE YOU NOW ( Platt dmlt tl lift of rack iiem>

YES

IS

NO

t/
*
S
s
if
i/
?
V
f//̂
/
tf

(Chrfk etch item)

"SCARLET FEVER. ERYSIPELAS
'DIPHTHERIA
RHEUMATIC FEVER

SWOLLEN OH PAINFUL JOINTS

MUMPS

WHOOPING COUGH

FREQUENT OR SEVERE HEADACHE

DIZZINESS OR FAINTING SPELLS

EYE TROUBLE

EAR. NOSE OR THROAT TROUBLE

RUNNING EARS

CHRONIC OR FREQUENT COLDS

SEVERE TOOTH OR GUM TROUBLE

SINUSITIS

HAY FEVER

fES NO

M
S
?
I/
t/

/
/
/
I/
S
I/
s
i//
tA

(Chock «ch (fern)

"GOITER
TUBERCULOSIS

• SOAKING SWEATS
{Night menlit

'ASTHMA

SHORTNESS OF BREATH

PAIN OR PRESSURE IN CHEST

CHRONIC COUGH

PALPITATION OR POUNDING HEART

HIGH OR LOW BLOOD PRESSURE

CRAMPS IN YOUR LEGS

FREQUENT INDIGESTION

STOMACH. UVEJt OH IKTESTINtL TBOUBLE

CALL BLADDER TROUBLE OH GALL STOWS

JAUNDICE

ANY REACTION tO SERUM. DRUG tUt
HIWCIHE

21. HAVE YOU EVER (C/iec* each item)

?
*•
•
Iff

•

JPORN GLASSES

WORN AN ARTIFICIAL EYE

WORN HEARING AIDS

'STUTTERED OR STAMMERED
WORN A BRACE OR BACK SUPPORT

23. HOW MANY JOBS HAVE YOU HAD IN THE
PAST THREE YEARS' ,_-.

One.

"

v
V

S
Vp

•'ATTEMPTED SUICIDE
'BEEN A SLEEP WALKER
LIVED WITH INYOKE WHO HAD

^UWRCUUSIS

COUGHED UP BLOOD
BLfU EXC€SSIVF1_Y AFTER IN.JRY OR
IDOTH FltBACIIQN

Z4. WHAT IS THE LONGEST PERIOD YOU
HELD ANY OF THESE JOK?

MONTHS *-f It

YES; NO

**

iS
s
t/
s
s
•
iS

•
is
V
S
r

(S
V

(Cheek emch ittm)

'TUMOR. GROWTH. CYST. CANCER
'RUPTURE
APPENDICITIS

' PILES OR RECTAL DISEASE

FREQUENT OR PAINFUL URINATION

KIDNEY STONE OR BLOOD JN URINE

SUGAR OR ALBUMIN in URINE
BOILS

'VENEREAL DISEASE
RECENT GAIN OR LOSS OF WEIGHT

'ARTHRITIS OR RHEUMATISM
BONE. JOINT. OR OTHER DEFORMITY

LAMENESS

'LOSS OF ARM. LEG. FINGER, OR TOE

PAIMTJL OB-THICK- SHOUUXH OR EUCM

»ES NO

f

it
f
tA

f
f
S
V
/••
IS

i/
U
rt
tS
/s

(Check mcJi item)

^TRICK" OH LOCKED KNEE

'FOOT TROUBLE
NEURITIS

PARALYSIS (Inc. iii/DNl-r)

"EPILEPSY OR FITS
^AR. TRAIN. SEA. OR AIR SICKNESS

FREQUENT TROUBLE SLEEPING

FREQUENT OR TERRIFYING NBHT MARES

"DEPRESSION OR EXCESSIVE WORRY
'LOSS OF MEMORY OR AMNESIA

"BED WETTING
NERVOUS TROUBLE OF ANY SORT
"ANY DRUG OR NARCOTIC HABIT
EXCESSIVE DRINKING HABIT

••HOMOSEXUAL TENDENCIES

U. FEMALES ONLY A. HAVE YOU EVER— B. COMPLETE THE FOLLOWING'

BEEN PREGNANT

HAD A VAGINAL DISCHARGE

BEEN TREATED FOR A FTHALE BSOflOCT

HAD PAINFUL MENSTRUATION

HAD IRREGULAR MENSTRUATION

AGE AT ONSET OF MENSTRUATION

INTERVAL BETWEEN PERIODS

DURATION OF PERIODS

DATE OF LAST PERIOD

QUANTITY: |__|i«m-L LJfiCfdni |_ ltt»KTT

_S. WHAT IS YOUR USUAL OCCUPATION!

Qn\A\e,rt
K. ARE YOU (Ctl*ck on*)

2T iwi HMHD LJ Lirr «-cn

11-78"

Fiffure 11-t-GJt.
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28 May 1969 C 2, AR 600-17

DISPOSITION FORM
(AR 340-11)

REFERENCE OR OFFICE SYMBOL
Underwood, Ralph T.
RA 19 300 831

SUBJECT

Request for Classification Board Action

TO FROM DATE 1 Dec 1968 CMT

CO, 1st Bn, 19th Inf CO, Co B, 1st Bn, 19th Inf
Fort Miller, Utah Fort Miller, Utah

1. Request that SGT Ralph T. Underwood, RA 19 300 831 be laterally appointed to
SP5 for lack of leadership.

2. SGT Underwood is attached to this unit from the 21st Medical Detachment, 19th
Field Hospital, Fort Dundees , Texas.

3. SGT Underwood is technically qualified in his primary MOS, but does not demonstrate
the leadership ability required of a noncommissioned off icer .

U. On numerous occasions, I have talked to SGT Underwood in regard to his lack of
leadership. His barracks area is never ready for inspection, nor are his men. Each
time this situation has been called to his attention he has stated that he cannot
control the men assigned to his platoon, and they never do anything he asks them to do

5. SGT Underwood was advised of my proposed action and stated that he wanted to re-
tain his NCO status.

1 Incl THOMAS W. LINGEN
*Statement of SGT Underwood CPT, Inf

Commanding

*No sample provided.

FORM O/1QC REPLACES DO FORM 96. EXISTING SUPPLIES OF WHICH WILL BE
1 FEB 62 £i*t J7O ISSUED AND USED UNTIL 1 FE6 63 UNLESS SOONER EXHAUSTED.

11-1-6.3.
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C 2, AR 600-17 28 May 1969

Procedure 11-2-7
OFFICER CANDIDATE SCHOOL

1. References.
a. AR 40-501.

irb. AR 351-5.
c. AR 601-100.
d. AR 601-210.
e. DA Pam 611-233.

2. Forms.
a. DA Form 61 (Application for Appoint-

ment).
6. DA Form 705 (Physical Combat Profi-

ciency Test Score Card).
c. DA Form 6233 (Officer Leadership Quali-

fication Report, OLR-1).
d. DD Form 98 (Armed Forces Security

Questionnaire).
e. DD Form 398 (Statement of Personal

History).
/. SF 88 (Report of Medical Examination).
g. SF 89 (Report of Medical History).
h. FD Form 258 (FBI U.S. Department of

Justice Fingerprint Card).
3. General, a. Soldiers who show outstanding
potential as leaders may apply for Officer Can-
didate School.
ifb. The criteria for attendance at OCS are
detailed in AR 351-5. A soldier desiring to sub-
mit an application should read the criteria in
section II of the regulation prior to preparing
his request. The soldier may receive informa-
tion and technical advice from the battalion
personnel staff NCO, if required.
4. Procedure, a. The unit commander will in-
terview the applicant to insure he meets basic
qualifications.

(1) Schedule the interview in accordance
with unit procedure.

if (2) Furnish a copy of AR 351-5 to the
interviewing officer prior to the interview.

if (3) Ascertain whether individual is sub-
ject to flagging or other pending personnel ac-
tions.

After the interview, if the soldier de-

11-82

sires to submit an application and there are no
known conditions which would preclude at-
tendance at OCS as evidenced by the soldier's
current physical profile—

(1) .Advise the soldier he will be required
to undergo a Physical Combat Proficiency Test
as prescribed by FM 21-20, 3 months prior to
appearance before the Officer Candidate School
examining board.

(a) The personnel staff NCO will no-
tify the unit of the time and place for. the ap-
plicant to undergo the test, or he may request
that the unit take the necessary action to have
the test administered.

(b) Upon completion of the test, for-
ward a statement reflecting the date tested and
the score obtained to the personnel staff NCO.

^•(2) Applicants who are naturalized citi-
zens will be required to furnish the documenta-
tion indicated in AR 351-5.

c. When the soldier has presented all re-
quired documents, prepare DA Form 61 in
original and 4 copies according to instructions
in AR 601-100 (fig. 11-2-7.2).

d. Complete the following actions:
(1) Give soldier a copy of DD Form 398

(Statement of Personal History) to complete
in draft form. The soldier will take completed
draft to the battalion S2 Section to be checked
for completeness (e below). The draft may
then be used to prepare DD Form 398 in final
form in original and 3 copies.

(2) Telephone battalion S2 NCO and ask
where soldier may be fingerprinted for comple-
tion of FD Form 258 (Fingerprint Card).
Make the necessary appointment for finger-
printing based on the information provided by
the S2 NCO. '

if (3) Have applicant read DD Form 98 and
complete 2 original copies. This form must be
signed in the presence of the witnessing officer.
(The witnessing officer must be a commis-
sioned or warrant officer.)

AGO 20118A
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28'May-1969

ice. After soldier has completed all forms
and has all the necessary documentation, give
completed application to the unit commander
for action required by AR 351-5.

/. The unit commander will review the ap-
plication and allied papers to insure that they
have been properly prepared and signed. Make
any minor changes necessary in the presence of
the applicant. If major changes are necessary,
have them made by the applicant prior to for-
warding the application to battalion headquar-
ters, j • •
1cg. The unit commander will have an
Officer Leadership Qualification Report (DA
Form 6233) initiated as required by; AR 351-5.

h. Prepare a draft of the unit commander's
indorsement and submit it for his approval
(fig. 11-2-7.1).. • >

i. Upon approval of the draft indorsement

C 2; AR 600-17

byr the unit commander, prepare indorsement
in'original and 5 copies.

. - . . j, , Check application to insure that all re-
quired documents are inclosed. The results of
the medical examination and physical fitness
test will be added to the application at a later
date. »

•jV(l) Rescinded.
(2) Remove 1 copy of the first indorse-

ment for file.
(3) Forward application in original and 4

copies; with inclosures, to the next higher
headquarters in the chain of command.

k. The PSD will verify the administrative
eligibility of the soldier and direct accomplish-
ment of a medical examination and completion
of a physical fitness test.

I. Furnish results of the medical examina-
tion and physical fitness test to the PSD.
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C 2, AR 600-17 28 May 1969

;ADGB~CB (17 Jan 69) 1st
SUBJECT: Application for Appointment (OCS), DA Form 61

CO, Co B, 1st Bn, 19th Inf, Ft Miller, Utah

TO: Commanding Officer, 1st Bn, 19th Inf, Pt Miller, Utah

1. Recommend approval.

2. I have known this applicant for 12 months. He has served under
me for 12 months. His principal- duty is Armor Crewman, MOS 11E20.

3. His Aptitude Area GT score is 117.

4.. Character of the applicant is ^̂ "c^̂ ^̂ ^̂

5. I would want an applicant of his caliber to serve as an officer
in my command upon completion of the officer candidate training.

6. Applicant has demonstrated adequate military leadership potentiality
to qualify as an Army officer.

7. Applicant has demonstrated that he possesses the desire and determin-
ation to complete prescribed officer candidate training,

8. Applicant is on normal duty status and is immediately available for
assignment to officer candidate school.

9« Applicant is not under charges, investigation, flagging action
under AR 600-31, or personnel actions which may result in reassignment
or separation.

5 Incls THOMAS'W. LINGEN
/ 1. DA Form 6l (quad) CPT, Inf
*2. DD Form 98 (dupe) Commanding
•*3. DD Form 398 (quad)
'*4. DD Form 258
f*5. DA Form 6233 (OLR-l)

* No samples provided
i
i

ifFigure 11-2-7.1

[Next page is 11-87]
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AR, 600-17

THIS FADE NOT TO BE COMPLETED BY APPLICANT

RECOMMENDATION FOR APPOINTMENT OF ROTC GRADUATE AS A
RESERVE COMMISSIONED OFFICER OF THE ARMY (AR 14S-100)

FROMt (*JV«M «nd A<fdr*t* of InitHut.an, TO: (Approftift* M'for

PART I fTO BE COMPLETED BY PUS ONLY)
•. APPLICANT WILL HAVE SUCCESSFULLY COMPLETED AT THIS INSTITUTION THE PRESCRIBED COURSE FOR THE UNIT ON

r- |—I. APPLICANT |__| HAS COMPLETED SUCCESSFULLY THE REQUIRED CAMP TRAINING. OR APPLICANT [_J HAS NOT ATTENDED
THE REQUIRED CAMP TRAINING.

. I I APPLICANT WILL HAVE ATTAINED A BACCALAUREATE UPON SUCCESSFUL COMPLETION OF ROTC COURSE; OR.

I 1 APPLICANT KILL BE OR HAS BEEN GRANTED WAIVER OF REQUIREMENT OF A BACCALAUREATE.

A. I CONSIDER APPLICANT PHYSICALLY. MENTALLY. MORALLY, AND PROFESSION ALLY QUALIFIED FOR APPOINTMENT AS A
RESERVE COMMISSIONED OFFICER OF THE ARMY AND RECOMMEND HIS APPOINTMENT.

IflANCH FOR ASSIGNMENT X ON ATURE AND ORAOS (fMSJ

PART II (TO BE COMPLETED BY PRESIDENT OR DEAN OP INSTITUTION)
I CONSIDER APPLICANT PROFESSIONALLY QUALIFIED AND RECOMMEND HIS APPOINTMENT AS A RESERVE COMMISSIONED
OFFICER OF THE ARMY.

TYPED NAME AND TITLE 1IONATURE

1ST INDORSEMENT

TO.

SEE ATTACHED INDORSEM..NT (fig 11-2-7.1)
1. I have known this applicant for ___months. He has served under me (or months. Hi* principal duty is

2. I | 1 do | | do not recommend the applicant
3, Remarks (7n.fu.to root opinion »• to hi* mblUly tnd rmluf lo lk» ferrice)

SICN A TUBE

ORGANIZAT ION N AMI* AND CRAO-I OR flYLE"

Zo INDORSEMENT

TOl

1. I have known thin applicant for___months. He has served under me for___months. 2. I (~ I do | | do not recommend
the applicant. 3, Remarks (tnchid* yoa opjnl<n •• lo M* mbllllj and *B!UB la the ttrrlet)

NCLO3URBI

DBCANIZATION

I1CN ATURE

TYPED N AMB AND GRADE OR Tl TL E

Figure 11-&-7&—Continued.
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28 May 1969 C 2, AR 600-17

Procedure 11-2-11
SUSPENSION OF FAVORABLE PERSONNEL ACTIONS

1. References.
a. AR 381-130.
6. AR 600-31.
c. AR 604-10.

2. Form. DA Form 268 (Report for Suspension
of Favorable Personnel Action).

3. General, a. DA Form 268 is used for flagging
records of those individuals—

(1) To whom the provisions of AR
604-10 apply (security investigation).

(2) Against whom action is initiated
which may result in dismissal, discharge,
court-martial, disciplinary action, demotion or
elimination proceedings.

(3) AWOL, under charges or restraint by
civilian authorities, or against whom investiga-
tion is initiated of allegations or incidents re-
flecting unfavorable upon their character or
integrity.

b. None of the following favorable personnel
actions can be accomplished while an individ-
ual is flagged:

if (I) Reassignment (except as authorized
by AR 600-31).

(2) Promotion.
(3) Appointment or reappointment.
(4) Enlistment.
(5) Discharge.
(6) Release from active duty.
(7) Award of a decoration or commenda-

tion.
(8) Retirement.
(9) Attendance at a service school.

c. The following procedures do not apply to
security cases under section II, AR 600-31.
Flagging action involving personnel security
cases will be performed as directed in AR
600-31.

d. Flagging action on officers and warrant
officers, including those of the Reserve compo-
nents serving on active duty as enlisted men,

AGO 20116A

will be accomplished only at the specific direc-
tion of the commander.
<fc4. Procedure, a. Secure the information re-
quired to complete a pencil draft of items 1
through 12, DA Form 268 (initial report).

b. Obtain the information to complete items
13 through 17 from the first sergeant or execu-
tive officer.

c. Use the pencil draft as a guide and type
the required number of copies of DA Form 268
(fig. 11-2-11.1). Copies must be furnished
each headquarters in the chain of command as
follows:

(1) Original and 1 copy to the Division
Commander, ATTN: AG-PSD.

(2) One copy to the Brigade Commander,
Division Artillery Commander or the Support
Command Commander, ATTN: SI, as applica-
ble.

(3) One copy to the Battalion Com-
mander, ATTN: SI (if unit is organic to a bat-
talion).

(4) One copy will be placed in the
company/battery suspense file for control of in-
terim reports (e below).
ifd. Have the unit commander complete the
authorization on all copies.

(1) Prepare envelopes for addresses other
than the battalion headquarters.

(2) Remove 1 copy of DA Form 268 for
suspense file.

(3) Original and all remaining copies of
DA Form 268 will be hand-carried to the bat-
talion SI/adj.

e. Count 120 days after the date of the initial
report; write that date in red on the upper bor-
der of your copy of DA Form 268 and put it in
the unit suspense file. This is the date on which
the first interim report is submitted.

/. Prepare the first interim report (fig.
11-2-11.2) on DA Form 268, items 1 through
12, items 19 through 24, and Section IV. Ob-

11-91

SimS
Pencil

SimS
Pencil

SimS
Pencil



C2,'AR 600-17 28 May 1969

tain information for items 19 through 24 from
the first sergeant or executive officer. You will
accomplish this report on the date entered on
the upper border of the initial report. Count
120 days after the date of the first interim re-
port ; write that date in red on the upper border
of unit copy of DA Form 268 and place in sus-
pense. This is the date on which the second in-
terim report is submitted.

g. Prepare the second interim report on DA
Form 268 completing the same item as on the
first interim report. Count 30 days after the
date of the second interim report; write that
date in red on the upper border of DA Form
268 and place in suspense. This is the date on
which the third interim report is submitted. If
subsequent reports are required follow the pro-
cedure in this subparagraph.

ifh. When the final report lifting the flag-
ging action is required (AR 600-31) —

(1) Remove the copy of DA Form 268
from suspense file.

(2) Prepare-final'report (fig. 11-2-11.3)
on DA Form 268, by completing items 1
through 12, 25, and Section IV, in the same

number of copies and for the same distribution
as required for the initial report. Obtain the
information for item 25 from the first sergeant
or unit commander.

(3) Dispatch it to addressees indicated in
.the distribution.

(4) Destroy all copies of DA Form 268
pertaining to the case in the unit file.
ifi. When DA Form 268 establishing flag-
ging action on a soldier of the unit is received
from another headquarters—

(1) Provide a copy of DA Form 268 to
the unit commander immediately.

(2) File DA Form 268 in the unit files in
a file established for this purpose.
ifj. DA Form 268 will not be prepared at
unit level for officers including Reserve officers
serving on active duty as enlisted personnel
(service number prefix RO, RM, or UR).

(1) Should flagging action be required on
this category of personnel, the unit commander
must make an immediate personal report to the
battalion commander.

(2) DA Form 268 will be initiated by the
battalion personnel staff NCO, or the PSD, as
determined by local command directives.

[Next page is 11-115]
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AR 600-17

SECTION III - FINAL REPORT UPON COMPLETION OF ACTION
ACTION TAKEN (Check •ppropri-l* bfaofc)

ACTION COMPLBTttD. ACCEPTED FOR OR RETAINED IN *ERVICE WITH PROVIM "NOT BUIOIBL.lt FOR SECURITY CLEARANCE.
ETC." INDICATE AUTHORITY UNDEA REMARKS. RETAIN ALL COPIES OF DA FORM 2M IN TA0O FILES ONLV.fWt tO4-tOOmfmf only

>IE« OF DA FORM 3M.

ACTION COMPLETED. DISCHARGED BY REASON OF [__) RESISNATIOW OR [__J ELIMINATION »V BOARD ACTION. DESTROY ALL
COPIES OP OA FORM 2«i. M'McIi J ooprof Amchmtf otden)

ACTION COMPLETED. DISCIPLlNARV ACTION TAKEN. DESTROY ALL COP IK* OF OA ;FOKM 1M. (AttfCh i OOfr Ol Coatf-Mitti*!
Ordmtm or tUidpltnfty fCllon t-Jrsn of raoord)

MEMBEM DISCHAROED OR RETIRED WHILE CASE BEING PROCESSED. RETAIN ALL. COPIES OF DA FORM _SS IN T AOO FtLOJONLY.
INDICATE REASON FOR DKCHARBE. (AttfCt\ 1 OOpf ol dlfcttHTgf

OTHER FINAL ACTION (Bsptmln la "Rama-kB1*, Section IK).

TYPE AND DATE DISCHAR«Efdta>»pnpriat* ntul*Ooa) Q UNOESIRKA.I1.K O QKNERAL ___}OTM

SECTION IV - AUTHENTICATION

1 December 61

ITIOM

THOMAS i.. LIiNGi__lf Capt, Inf
CO, Co B, let Bn, 19th Inf

SIONATURE

REMARK!

DISTRIBUTION

2 CG, 99th Inf Div, A'lTNi
1 OG, 1st Brig, 99th Inf
1 O), 1st Bn, 19th:Inf
1 Unit r'ile

minimi ornet: IMJ •— 'tt-tit

Figure 11-t-ll.t—Continued.
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AR 600-17

SECTION III • FINAL REPORT UPON COMPLETION OF ACTION
ACTION TAKEN (Chtck appropriate block)

ACTION COMPLETED. ACCEPTED FO R O R RETAINED IN SERVICE WITH PROVISO "NOT ELIQIBLG FOR SECURITY CLEARANCE.
ETC." INDICATE AUTHORITY UNDER REMARKS. RETAIN ALL COPIES OP DA FORM 2«* IN TAGO FILM ONLY.CAR 604-10 C--M only

ACTION COMPLETED. DISCHARSED D Y REASON OF I I RESIGNATION OR I I ELIMINATION BY BOARD ACTION. DESTROY ALL

(•Attach 1 eopy el Court-Mmrtlml
Otdtr* or difCipiinity action token ol nc

I N D I C A T E REASON FOR D I S C H A R G E . (Attach! copy ol dllCttmtgo ordorf)

OTHER FINAL ACTION f Explain In "Ram«i*«", SecttonlV).

T Y P E A N D DATE O I S C H A R O E (eltf appropriate rtgalftlon) Q UNDES1REABLG [__] O E N E R A L i I OTHER (Explain)

SECTION IV - AUTHENTICATION

1 Dec 61
./. LlivGl'-ii, Captain, Inf

UO, Co B, 1st Bn, 19th Inf

SIGNATURE

<7

DISTRIBUTION

2 Ui, 99th Inf jJiv, ..T'i'In AG-PJD
1 C;U, lat Briti', 99th Inf Div.
1 UU, 1st Bn, lyth Inf
1 Unit File

Figure ll-Z-ll.%—Continued.
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AR 600-17

SECTION UI • FINAL REPORT UPON COMPLETION OF ACTION
ACTION TAX EN CCnaok appmpHan block)

BTC." INDICATE AUTHORITY UNDER REMARK!. RETAIN ALL COPIES OF DA FORM 2M IN TAOO FILE! ONL¥.("X.? 604-10 Cmam* Only

ACTION COMPLETED. CASE CLOSED FAVORABLY. DESTROY ALL COPIES OP DA FORM IM.

ACTION COMPLETED. DISCHARGED BY NEA»ON OF f~~l RESIGNATION OR
COPIES OF DA FORM Iff- fAttach I copy at __B<_M-_* ordtr*)

ELIMINATION BY BOARD ACTION. DESTROY ALL

ACTION COMPLETED. DI»CIPLINARY ACT
Order* or dltelpllnary action taken of racord)

KM IM. (Attach 1 eepy ol Court-Martial

MEMBER DISCHARGED OR RETIRED WHILE CASE BEING PROCESSED. F
INDICATE REASON FOR DISC H ARC E. (AHmefi I copy ol dlmcharfa ordmtm)

OTHER FINAL ACTION (Expttln In "Racnarkm"', S action IV),

E DISCHARGE (clt* approprlata Tabulation) Q UNDBSIREABLB Pd GENERAL f~1 OTHER (Explain)

date20 April 1962, UJr1 __ri 655-209
SECTION IV • AUTHENTICATION

16 Apr 62 'i'KOM_i-i ,-/. LlWai-lJ, Capt, Inf
00, Co B, 1st Bn, 19th Inf

REMARK*

DISTRIBUTION

2 CG, 9yth Inf Div, A'i'!Aa j.̂
1 CU, lat-J-riff, 99th __rif Div.
1 CU, 1st lin, 19th Inf
1 Unit 1'ile

U 1 lOVIUNHtM! niHTIM OfFICI : IN) O-TIO-tlt

11-120

Ftpur. 11-t-l /^—Continued.
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AR 600-17

Procedure 11-2-12
UNIFORMED SERVICES IDENTIFICATION AND PRIVILEGE CARD

1. Reference. AR 60&-5.
2. Forms.
a. DD Form 1172 (Application for Uniformed

Services Identification and Privilege Card).
b. DD Form 1173 (Uniformed Services Identifica-

tion and Privilege Card).
3. General. The Uniformed Services Identifica-

tion and Privilege Card, (DD Form 1173) is pro-
vided as a means of identifying persons eligible for
medical care, commissary privileges, exchange
patronage (PX), and admission to military theaters.
DD Form 1173 is issued to dependents 10 years of
age and older who require'military identification for
privilege control or other purposes, and to other
military and civilian personnel listed in paragraph
41, AR 606-5.

4. Procedure. Application will be made in 2
copies on a DD Form 1172 (Application for Uni-
formed Services Identification and Privilege Card).
The application will list all eligible members of the
family who are 10 years of age or older.

a. For dependents of officers and warrant officers
on active duty.

(1) Assist in preparation of the application
and type the application in final form.
The officer's signature is sufficient to es-
tablish dependency of individuals listed
on the application. When the officer is not
certain of dependency status he may in-
quire directly to the PSD.

(2) Telephone the issuing office (usually Post
Signal Photo Lab or PM ID Section) to
determine the procedure for the applicant
to obtain photographs of dependents.

(3) Furnish applicant the original completed
application and information about obtain-
ing a photograph.

(4) The completed card will be furnished
direct to the applicant by the issuing
authority.

b. For enlisted personnel on active duty.
(1) Assist soldier in accomplishing the appli-

cation and type in final form (fig. 11-2-
12.1).

(2) jPrepare routing slip and forward com-
pleted application to the PSD for
verification.

(3) The personnel officer will complete Section
IV of DD Form 1172 and return the appli-
cation to the unit.

(4) Follow a(2) and (3) above.
(5) Inform soldier that he must take the

necessary action to have his dependent's
ID and Privilege Card renewed upon ex-
piration of the card or upon reenlistment.

(6) Where dependents are other than wife; or
unmarried legitimate children, step-
children, and adopted children (for whom
there are properly certified court adoption
papers) who are under 21 years of age,
the application must still be forwarded to
the PSD. However, upon receipt of such
an application, the PSD will require that
applicant appear in person at the PSD to
complete the necessary statements which
must accompany the application. The
PSD will schedule an appointment for the
soldier through the personnel staff NCO.

c. When dependents do not reside with the spon-
sor, the verified application will be given to the
applicant for forwarding to his dependents for issu-
ance of DD Form 1173 at the nearest military
installation.

AGO 8383A

755-008 O-65—14 (7240A)

11-121

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil



V68B8 OOVZZl-ll

T91-9-11

V.oVQQ
J1JI3.J ..J1...J

I WPHHI (UIXUP -Ml JO -op—— «,! III.

aonr'oWBOTq.) '•"'""""——•-••.——wi ac >
r-»ra«9ij_WB> » ••(«"•> *f*rAB9 pu* ••v**f w r**j •wf'-'Ba*'* t^*^ j -11*111 -

oom - >»•« iimj - mv* ini --§1

ainiiiiito •»

Hull • 1»H 1IYT

39
086*1

T9 inr T "̂ HVO

39 aaa OE
STT0£ tmf g

19 mr
OK

t(TC)£

Jo 3i/i aoj

3961c€

T£8 OOE 6T VHO.L2

*S
•Jl

aaiv. .1 .111 HHO. aa aojwon* no.n MOIH.. jo NOiiv.i.iiNjai • i NOII.II

ntu-tt •fn"""
t
a i

auvD 3D3niAiad QNV NOiioidiJjoai saDiAaas aawaodiNn MOJ Noiivonddv

ZI-009 HV

SimS
Pencil

SimS
Pencil

SimS
Pencil



28 May 1969 C 2, AR 600-17

d. I 11 an tht> widower of the deceased number or retired member named in Section [, that 1 am not now married and have not remarried since
date of death of said member or retired member and that at the time of said member's or rallied member'* dentil I waa dependent upon auch
member Of retired member for over one-half of my support because of a mental or physical incapacity. Lawful marriage to said member or
retired membei took Jil»c« at _________________________________________ on _______________________

*. [ I All children name, are my legitimate, legally adopted or step children; thai all children are unmarried; that all children named who are over 21
years of age are (1) incapable of rnelf-support because of a mental or phyaical Incapacity thai existed prior lo tbeir reaching the age of 21 and
are in fact dependent upon me fot over one-half of (heir support or (2) have not passed Iheir twenty-third birthday and are enrolled in a full-
time course of study in an educational institution above high achool level which normally maintains a regular faculty and curriculum and nor-
mally has a regularly organized body of students in attendance at the place where the educational activities are carried on and are In fact
dependent upon me for over one-half of their support.

I.. i All children named are the legitimate, legally adopted or step-children of the deceased member ot retired member named in Section 1, thai all
children named are unmarried; that ell children named who are over 21 years of age are (1) incapable of self-support because of a mental or
physical incapacity that existed prior lo their reaching the age of 21 and were in fact dependent upon the deceased member or retired member
at the time of the member's or retired member's death fot over one-half of their support or (2) have not passed the it twenty-third birthday and
are enrolled in a full-time course of study in an educational institution above high school level which normally maintains a regular faculty and
curriculum and place where the educational activities are carried on sad wetc in fact dependent upon the deceased mcmbei <n retired menbei
at the time of member's or retired member's death, for over one-half of their support.
NOTE - Section U - In those special circumstance- which permit children over 21 entitlement to medical care, indicate alter date of birth

' (INC) lor incompetency, or (SCH) for attendoice at approved school. Enter under Remarks the name of the institution ol higher learning.
f , i I I am the parent or parent-in-law of the deceased member or retired member named in Section I and at the lime of said member'a or retired

member's death, 1, and all other parents or parents-in-law named herein resided in the household of said member or retired member, and were
in fact dependent upon said member or retired member for over one-half of our support.^

h. [ 11 am the legal guardian of the dependent or dependents of the deceased member or retired member named in Section I, and further certify that
the named dependents meet the criteria for eligibility prescribed by Public Law 569, 84th Congress, as indicated by blocks checked above.

2l. {̂ } All parents or parents-in-law named are in fact dependent upon me for over one-half of their support and actually reside in my household.

I- CD 1 am entitled to relired, retirement, or retainer pay or equivalent pay as a result of service in a uniformed service, other than by retirement
under title HI of"the Army and Ail Force ViUlizalion and Retirement Equalisation Act of 1946.

k. Q 1 am entitled to retired or retirement pa, undei Title 10, U.5.C. Section 1331 - 1337 fforaeffr Title III ol (he Ataj and Air Force V ita&xatioa
and Retirement Equalization Act ot 1948) and I have completed eight or more years of active duty as defined i» ixk-**ct»a 101(C) of (be
Armed Forces Reserve Act of 1952, 66 Stat. 4S1, 50 U.S.C. 901, period- of active duty were a* follow:

2 For tft» parpamna ol mfdical cam, thit rrrj'iinnent ol actually maiding ia A* haumtfioU mtatl In fulfilled whan (*• pamnf ot parfrtt-im-a
tnuidea, or was tf aiding at til' linn ol <M_f/! ol a rr^m.W or retired rumlrnr, ia o ifaniTi'mJ placi prorid^J or mmaofaarta^ af mmM «_•__. ft ratoaj an

IS. NEMAKK*

Commissary Agent: Mrs. Mary J. Underwood

CONOITIOMS APPLICABLE TO RECIPIENT. OF CAHM

Recipients of the Uniformed Services Identification and Privilege Cacd(s) aa-luri-*. on taw basts of this applicatKM will be mooM-Me lor ftafu mm
ol the ptivileies and facilities authorized, lecipients -vill surrender cards Imuaadiatetj apoa call to do so or wh«n appropriate i-aier applicable rcp_latfoM,
and will notify the agencies designated to .rant authorizations for privileges and facilities in event of any chug* in sMtas affecting eligibility __e_efof.
Medical care furnished in unifotme. services-facilities ia subject to the availability of space, facilities, sad the csBabilitles of the medical staff to ptovUia
such care. De term in a lions made by the medical office: or contract sur^eoo, or hie desl|nee, as to availability of apace, facilities, and the capablllUM of
the medical staff shall bs conclusive. I'eimburdemsnt jhull Je required for any unauthoriied medical cnre furni.had at Government expenae. Penalty fat-"
presenting false claims or makinj faUe ^taten.nts in connection witli claiina; fine of not mote than '".10,000 or iippriBonment for not more than five year's or
both. *«2S June WS, H U.S.C. 7.67, 1001.

1 December 68 7.
SECTION IV - VERIFICATION BY PERSONNEL OFFICER OR OTHER RESPONSIBLE OFFICIAL OF SPONSOR'S SERVICE

THE STATUS OF THE PERSONS NAMED IN SECTION II HAS BEEN VERIFIED. ISSUE OP DD FOWM 1173 3V ANY U.S. MILITARY ACTIVITY IS AUTHORIZED. BENE-
FITS * PRIVILEGES TO WHICH ENTITLED, gf FECTIVG _ EXPIRATION DATES OF ELIGIBILITY FOR EACH NAMED PERSON ARE VERIFIED. ISSUING AGENCY R.
QUESTED TO (Al ISSUE DO FORM 1 17» UPON PRESENTATION OF THIS APPLICATION IB) ENTER IN THE APPROPRIATE COLUMN OF SEC II THE CARD NUMBER
ISSUEO "ITM THE DATE ISSUED (Cl COMPLETE SECTION V OF THIS APPLICATION FORM AND RETURU IT TO THE ORGANIZATION DESIGNATED IN ITEM 21

14. SIGNATURE

SECTION V . AUTHENTICATION BY ISSUING AGENCY
n, 11 BN AT me

11-2-12.1—Continued.
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C 2, AR 600-17 28 May 1969

Procedure 11-2-13
AWOL AND DESERTION

ifl. References.
a. AR 335-60.
b. AR 630-10.
c. AR 700-8400-1.
d. DOD 4160.21-M.
e. AR 755-21.

2. Forms.
a. DA Form 188 (Extract Copy of Morning

Report).
b. DA Form 268 (Report for Suspension of

Favorable Personnel Action).
ifc. Rescinded.

d. DA Form 2765-1 (Request for Issue or
Turn-In).
ife. DA Form 3326 (Individual/Organizational
Clothing and Equipment Record (Female)).
*/. DA Form 3327 (Individual/Organizational
Clothing and Equipment Record (Male)).

3. General, a. Throughout this procedure the
term "deserter" is used solely to administra-
tively define an individual who has been
dropped from rolls of his organization.
ifb. The company has many specific duties
whenever an AWOL or desertion occurs. After
the initial morning report entry of an AWOL
is made, there are three major suspense dates
to consider in planning for administrative pro-
cessing of AWOL's or deserters—

(1) On the llth day, the AWOL's nearest
relative must be notified.

(2) On the 30th day, the AWOL is dropped
from the rolls of the unit as a deserter. See
paragraph 29d, AR 630-10 for exceptions to
this date.

•^•(3) The MPRJ of deserters are forwarded
to TAG: AGPO-SA 90 days after a soldier is
dropped from the rolls as a deserter.

c. Prior planning will obviate a heavy work-
load at the last minute or a delay in forward-
ing records and reports. Especially vital is to
make sure that necessary individual descrip-

11-124

tive data required for completion of DD Form
553 will be on hand if required at the end of
the 30 days absence.

rf. The division Replacement Detachment
will comply with paragraph 15, AR 630-10 to
determine the status of intransit personnel who
fail to report to the division and, if necessary,
follow the procedures below.

a. Upon determination of an4. Procedure.
AWOL—

(1) Make proper morning report entry
(AR 335-60).

(2) Prepare flagging action (Procedure
11-2-11).

b. The commander will make an inquiry into
probable causes or motives for the absence,
making a written report of his findings.
+c. On the llth day of AWOL a letter to
the absentee's nearest relative is prepared and
dispatched (para 5d, AR 630-10).
ifd. On the 30th day of AWOL—

(1) Make a morning report entry drop-
ping the individual from the rolls of the organ-
ization as a deserter. See paragraph 29d, AR
630-10 for exceptions.

(2) Prepare DA Form 188 (Extract Copy
of Morning Report) in 4 copies.

(3) The supply officer will inventory and
dispose of the absentee's property in accord-
ance with AR 700-8400-1. If no property is
found, a written negative report will be made.

(4) Money left by the absentee will be de-
posited with the finance officer and receipt ob-
tained.

(5) The battalion S2 will be requested to
take action to revoke any security clearance.

e. The following reports and forms will be
forwarded to the PSD as soon as possible, but
not later than 30 days after the absentee is
dropped from the rolls as a deserter.

(1) Copy of the letter to the nearest rela-
tive.

AGO 20116A
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28 May 1969

(2) The commander's inquiry report.
(3) Charge sheets in 3 copies (if applica-

ble).
(4) Finance officer's receipt for money de-

posited (if applicable).
^ (5) Inventory of personal property.
if (6) DA Form 2765-1 (Request for Issue

or Turn-In).
*(7) DA Form 3326 (Individual/Organiza-

tional Clothing and Equipment Record (Fe-
male) ).

*(8) DA Form 3327 (Individual/Organiza-
tional Clothing and Equipment Record ( Male)).

(9) DA Form 188 (Extract Copy of
Morning Report) in 4 copies.

/. Immediately upon return of an AWOL or
deserter to duty—

C 2, AR 600-17

(1) Refer him to the servicing medical fa-
cility for a medical examination in accordance
with paragraph 50, AR 630-10.

(2) Make appropriate morning report
entry (AR 335-60).

(3) Make interim flagging action report
(Procedure 11-2-11).

(4) Take any other action requested by
the commander or PSD.

If an individual attached to the com-
pany goes AWOL, accomplish the actions as
prescribed by paragraph 21, AR 630-10.
+h. ACDUTRA personnel will be processed in
accordance with Sections XIV and XV, AR
630-10.
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C 2, AR 600-17 28 May 1969

Procedure 11-2-14
BARS TO ENLISTMENT OR REENLISTMENT

if I. References.
a. AR 601-280.
b. AR 640-98.

if2. Forms. DA Form 20.
. General. AR 601-280 provides procedures

to bar enlisted personnel from enlisting or
reenlisting in the Regular Army. This bar is in-
tended primarily for those individuals the com-
mander determines to be untrainable or unsuit-
able for military service and whose conduct and
efficiency warrant a discharge, but whose ac-
tions do not warrant elimination for unfitness
or unsuitability (AR 635-2!.2). Bars are ap-
proved by the appropriate commander (refer to
para l-31c, AR 601-280) and upon approval
are filed in the individuals personnel files. An
appropriate remark is entered in the Enlisted
Qualification Record (DA Form 20) and on
separation papers.

. Procedure, a. On determining that an in-

dividual should be barred from further service,
the commander prepares a letter in certificate
form (para 1-31, AR 601-280) giving the rea-
sons for the request, the time the individual
has served in the unit, the commander's efforts
to rehabilitate the individual; a summary of
the individual's offenses, and the individual's
conduct and efficiency ratings.

6. The request will be shown to the individ-
ual and he will be given an opportunity to
make a statement (fig. 11-2-14.2) in accord-
ance with AR 640-98.

c. The request will be forwarded to the next
higher headquarters in duplicate.

d. The commander of the unit to which an
individual is assigned or attached may request
removal of a bar to enlistment or reenlistment
if he determines the individual is in fact quali-
fied for further service. The request will be
forwarded in the same manner as a request to
bar.
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28 May 1969 ' AR

COMPAQ B, 1ST BATTALION
19TH INFANTRY

FORT MILLER, UTAH

9 April

SUBJECT: Certificate of Unsuit ability for Enlistment/Reenlistment

I have read and understand the allegations made by my commander

thia date, and —

( v) elect not to make a statement.

( ) submit the following statement in my behalf.

THOMAS H. IMS
PVT, RA 42899354

11-&-U.1

AGO M116A

[Next page is 131]
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AR 600-17

Section IV. MILITARY PAY
Procedure 11-3-1

ALLOTMENTS OF PAY

1. Reference. Chapter 11, AR 37-104.
2. Forms. DA Form 1341 (Allotment Authoriza-

tion).
3. General. The effective starting, stopping, and

change dates for allotments generally will depend
on the payroll cycle for the unit concerned. Usually
allotments will be started in the following month
and discontinued in the same month. The day of
the month beyond which an allotment cannot be
discontinued in the same month will be published
by the PSD.

4. Procedure, a. To start and stop Class E, B,
Bl allotments—

(1) Complete the DA Form 1341 with the
exception of block 20 (fig. 11-3-1.1).

Note. Several samples are shown.
(2) Have the soldier complete blocks 17, 18,

and 19 of DA Form 1341 in his own hand-
writing.

(3) Submit the DA Form 1341 to the person-
nel staff NCO for review and submission.

(4) Inform soldier he will receive a copy of the
completed DA Form 1341 from the PSD.

6. Change of address for allotments.
(1) Class B and Bl. Soldier may change

mailing address for a Class B or Bl allot-
ment by direct correspondence with the
FCUSA (fig. 11-3-1.2).

(2) Class E. Follow procedure in a above as
for new allotment (fig. 11-3-1.1).

(3) Class Q. The mailing address of a Class Q
allotment normally will be changed only
over the signature of the allottee. The
soldier's wife should write direct to the
FCUSA furnishing information as indi-
cated in figure 11-3-1.3.

c. Other allotment actions.
(1) Determine what allotment action soldier

wants to accomplish.
(2) Telephone battalion personnel staff NCO,

explain allotment action required by the
soldier, and request an appointment with
the PSD for an allotment action.

(3) Have soldier report to the appropriate
person at the PSD in accordance with unit
policy.
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AR 600-17

1 December 1961

Comandlng General
Finance Center, U. S« Anoy
ATTS: Allotment Operations

Bear Sir:

It Is requested that my quarterly $18-75 Savings Bond (Class
Bl allotment) be nailed to my nev address:

OLD ADDRESS: Co C, 3rd Bn, 999th Inf, Cp Sand. Maine

HEV ADDRESS: Co B, 1st Bn, 19th Inf, Ft Killer. Utah

Sincerely,

I* DHDSEWOOD
BA 19 300 831
Pfc, Co B, 1st Bn. 19th Inf

Figure 11-8-1*.

11-136 AGO 8383A
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28 May 1969 C 2, AR 64HM7

April 1, 1969 '\

Commanding General
Finance Center, U. S. Army
ATTN: Allotment and Deposits Operations
Indianapolis, Indiana

Dear Sir:

I am the wife of PFC Ralph T. Underwood, RA 19300831. Co B, 1st Bn,
19th Inf. Fort Miller, Utah 00000.

I am currently receiving my Class Q allotment check addressed to
123h South Ave., Salt Lake City, Utah 00000.

On April l£, 1969 I am moving to 9?6 North Ave., Wildwoods,
Washington 00000, and it is requested that my allotment check
be mailed to that address.

Sincerely,

(Mrs) Edith T. Underwood

Change of address - Class Q allotment
igure 11-3-1.3
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C 2, AR 600-17 28 May 1969

Procedure 11-3-2
PARTIAL PAYMENT—ADVANCE PAYMENT

References.
a. AR 37-125.
6. AR 37-106.

2. Form. DA Form 2142 (Request for Pay Ac-
tion) .

. General, a. A soldier may request partial
payment when an emergency arises which jus-
tifies drawing a portion of his pay due; or
prior to complying with TDY or PCS orders.
See AR 37-125.

6. Advance payment may be requested inci-
dent to PCS to help relieve the immediate
extra expenses of the move. A normal advance
is 1 month's basic pay. For cogent reasons,' up
to 3 months' basic pay may be advanced. The
advance will be repaid by scheduled deductions
usually over a 6-month period, but may be liq-
uidated in a lesser period. Advance payments
normally are not approved for enlisted person-
nel without dependents unless evidence of ex-
tenuating circumstances is provided to the in-
dividual's commanding officer. See AH 37-125.

c. Advance payment of travel allowance on
PCS may be requested in lieu of an advance of
pay. Under conditions of extreme emergency
where unusual hardship will result, an excep-
tion to this rule is authorized and both an ad-
vance of pay and an advance travel payment
may be made (see chap. 6, AR 37-106). This
type of advance may not be requested until 10
days prior to the date travel will commence.

. Procedure, a. Partial payment. The first
sergeant or one of the unit officers will inter-
view the soldier requesting a partial payment
to determine if such a payment is appropriate
under the circumstances. The actual request
for partial payment is submitted on DA Form
2142. If the amount desired and approved is all
that the soldier has due on the date of the re-
quest, enter "maximum" instead of the dollar
amount in Section C, DA Form 2142. Also see
d below.

. Advance payment. Prior to submission

of a request for this payment, soldier must be
interviewed by the unit commander. Upon com-
pletion of the informal interview, prepare the
request and have the soldier sign it. Submit the
request to the unit commander for his action.
Also see d below.
ifc. Advance travel payment for PCS. When
an advance of travel pay is required, as author-
ized in AR 37-106, complete the request and
attach 2 copies of PCS orders. Have soldier
sign the request and submit to the unit com-
mander for approval. Also see d below.

d. Advance payments for TDY not in connec-
tion with P.CJS. A'h individual under orders di-
recting temporary duty travel, not in connec-
tion with a PCS, who desires an advance of
travel allowances may choose to receive either
an advance or per diem, an advance of mone-
tary allowance in lieu of transportation, or an
advance of the actual or anticipated commer-
cial cost of transportation plus per diem.

•fc(l) Prepare DA Form 2142 identifying
the type of advance desired and inclosing 1
copy of TDY orders.

(2) Submit for unit commander's ap-
proval.

*(3) Rescinded.
•fr(4) Give soldier approved request (DA

Form 2142) to hand-carry to the appropriate
finance and accounting officer for payment.
+6. Prepare all requests in original and two
copies. Send orignal and 1 copy to the FO and
file 1 copy in the unit files as required by AR
345-215.

/; No formal approval of the commanding
officer is required for officers requesting partial
payment, advance pay, or advance travel pay
on PCS.

(1) Complete the request in original and
2 copies.

*(2) Forward the signed original and 1
copy to the FO without indorsement in the
"Action by Unit Commander" Section.

(3) File 1 copy in the unit files.
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28'May 1969 C 2, AR 600-17

Procedure 11-3-3
SEPARATE RATIONS

. References.
a. .AR 37-126.
6. AR 210-10.

. Form. DA Form 2496 (Disposition Form).

. General. Enlisted personnel may be granted
permission to mess separately from their as-
signed organizations according to policies pub-
lished by the major commander. The approv-
ing authority for such requests may be dele-
gated to unit commanders by installation com-
manders. Normally soldiers actually residing
with- their dependents on or in the vicinity of
the installation, and soldiers ' in pay grades
E-7, E-8, and E-9, are authorized separate ra-
tions upon their request. The effective date of.
separate rations is normally the date of assign-
ment to Government quarters or the date the
authorized off post residence was established.
Applications must be submitted immediately
upon"1 entitlement and processed without delay.
The unit will maintain a record which will
identify those soldiers authorized to mess sepa-
rately, effective date, and quarters address.
Soldiers on separate rations will not be issued
DD Form 714 (Meal Card) and must pay in
cash for rations furnished by the Government.
4. Procedure, a. Request for permission to mess
separately. ' • -

(1) Determine eligibility under local pol-

icy. Any question relating to eligibility may be
resolved by phoning the battalion personnel
staff NCO.

(2) Prepare request in original arid 1
copy for signature of the soldier (fig. 11-3-3.1).

(3) Remove 1 copy of the approved re-
quest for file and forward the original to the
approving authority with a request for orders.

*(4) Post individual's name to the Sepa-
rate Rations Roster.

(5) Withdraw DD Form 714 (Meal Card)
in accordance with unit procedures.

b. Termination of permission to ration sepa-
rately,

(1) Permission to ration separately may
be terminated at any time by the approving au-
thority.

(2) When the soldier no longer resides
with his dependents, or dependency ceases to
exist, the approving authority must be notified
and permission to mess separately withdrawn
(fig. 11-3-3.2).

if (3) When separate rations are termi-
nated—

(ft) Remove name from separate ra-
tions roster.

(b) Correct quarters address to show
current billets assigned.

(4) Issue DD Form 714 (Meal Card) in
accordance with unit procedures.

AGO 20118A 11-139

SimS
Pencil

SimS
Pencil

SimS
Pencil



C 2, AR 600-17 28 May 1969

DISPOSITBON FORM
(AR 340-13)

REFERENCE OR OFFICE SYMBOL

Underwood, Ralph T.
RA 19300831

SUBJECT

* Request to Mess Separately

TO PROM DATE ... CMT I
CO, Co B, 1st Bn, 19th Inf SGT Ralph T. Underwood 1 Dec 1968
Fort Miller, Utah RA 19300831. Co B,

1st Bn, 19th Inf
Ft Miller, Utah

1. UP AR 210-10 request that I be granted permission to ration separately from my
organization effective 1 Dec 68. The following statements are made in connection
with this request:

a. My wife, Brenda G. Underwood, resides at 231 Northern St., Hillwood, Utah
00000 .

b. Suitable quarters are available for me at this address. I understand that
if I am granted permission to reside off post and to ration separately from my
organization that this permission may be withdrawn at any time.

2. I will report my intention to cease residence at the above address or any
change in dependency status of the named dependent. I understand that approval
of this request will require cash payment of any meals furnished by the government.

.

RALPH T. UNDERWOOD
RA 19300831
SGT, Co B. 1st Bn, 19th Inf

TO: CG, 99th Inf Div FROM: CO. Co B. 1st Bn. 19th Inf 1 Dec 1968 CMT 2
ATTN: AG-PSD

1 . Approved

2. Action will be initiated by this company to terminate separate rations if it is
' found that dependents are not residing as stated.

3. Request appropriate orders be published.

THOMAS W. LINGEN
CPT, Inf
Commanding

#NOTE—This form is suitable for reproduction as a form letter.

HA FOR" 3V1OC REPLACES OD FORM W, EXISTING SUPPLIES OF -PHICH WILL BE _,,_..
aJi\ l FESOI aZJ+yQ ISSUED AKD USED UNTIL I FEB Bl UNLESS SOONER EXHAUSTED. * u.i. «ovi»M«iit«M«THW om«. ifwo-»»-_n

irFiffure 11-S-S.l
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28 May 1969 C 2, AR 600-17

DISPOSITION FORM
REFERENCE OR OWICE SYMBOL

Underwood, Ralph T.
RA 19 300 831

SUBJECT

Termination of Separate Rations

10 CG, 99th Inf Div
Ft Miller, Utah
ATTN: AG-PSD

FRWI CO, Co B, 1st Bn,
19th Inf
Ft Miller, Utah

DATE
16 December 1968

CMT 1

1. Permission of SGT Ralph T. Underwood, RA 19 300 831, to mess separately should
be withdrawn effective 15 December 1968.

2. Dependents have moved from this vicinity.

THOMAS W. LINGEN
CPT, Inf
Commanding

FORM
t FEB «

REPLACES DD FORM M, EXISTING SUPPLIES OF WHICH WILL BE
ISSUED AND USED UNTIL I FEB M UNLESS SOONER EXHAUSTED. * "••• «•«*«« orrici i itu o—wr-tn

-^Figure 11-3-S.2
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C 2, AR 600-17 28 May 1969

Procedure 11-3-5
INDEBTEDNESS TO THE GOVERNMENT

. References. AR 37-125, AR 37-106-1.

. Form. DA Form 2496 (Disposition Form).

3. General, a. The most common types of in-
debtedness to the Government are—

(1) Erroneous payments. These consist of
overpayments of basic pay, allowances, reen-
listment bonus, unused leave, nondeduction of
allotments, etc.

(2) Administratively determined indebt-
edness. This consists of liability for lost or
damaged property as determined by State-
ments of Charges, Reports of Survey, etc.

(3) Courts-martial forfeitures.
(4) Delinquent income tax levies.

ifb. Normally, basic allowances for subsist-
ence and quarters will not be used to satisfy in-
debtedness except when separation is imminent
and the debt would not be satisfied before sepa-
ration. Separation travel allowances and sav-
ings deposits normally cannot be applied to a
debt without the consent of the individual.
However, all types of pay may be applied
against a delinquent income tax levy.
4. Procedure, a. The following rules are used in
determining the amount of an individual's pay
to be applied against a debt.

(1) Erroneous payments. The finance
officer collects two-thirds of the individual's
pay. This is computed after deducting court-
martial forfeitures, FICA tax, income tax, and
the individual's contribution to Class Q allot-
ment.
•&(2) Administratively determined indebt-
edness. Individual must receive one-third of his
pay. Voluntary allotments (E, D, N, B, and
B-l) and savings deposit deductions are con-
sidered as part of the one-third. If the amount
due is less than $10, the finance officer may pay
him $10.

(3) Court-martial forfeitures. These may
not exceed two-thirds of the individual's pay in

11-142

one month. If two or more forfeitures run con-
currently only up to two-thirds may be-col-
lected.

(4) Delinquent income tax levies. These
levies are deducted from the take-home pay of
the individual. If the take-home pay is less
than the levy, all pay is deducted. Levies are
effective for only one month, the unpaid
amount is cancelled and a new levy is required
to collect the remaining tax.

b. In determining the amount of an individ-
ual's pay subject to deduction, basic, special,
incentive, and proficiency pays are considered.
Allowances such as, quarters, subsistence, and
clothing, are not included.

c. The PSD or the servicing finance officer
will notify the individual of his indebtedness
through his commander. If deductions for in-
debtedness in a(l) and (2) above would result
in a hardship to him or to his dependents, the
individual may request reduced collections or
remission of the debt. If he feels the debt is un-
just he may submit information in rebuttal.
Rebuttals or requests for installment collection
must be made within 10 days of receipt of the
notification. Installment payment of delinquent
income taxes can be approved only by the In-
ternal Revenue Service.

(1) Erroneous payments. Repayment by
reduced monthly installments may be approved
if a lump sum two-third deduction would result
in a hardship to the individual or his depen-
dents. The number and amount of the install-
ments should be fair both to the individual and
to the Government, and must insure full collec-
tion prior to normal ETS. The company com-
mander may approve requests for installment
repayment of indebtedness under $100. Those
over $100 must go through channels to the bri-
gade or equivalent commanders.

(2) Administratively determined indebt-
edness. Request for installment collections.

AGO 20U6A
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28 May 1969

must go to the next higher headquarters for
approval. If applicable, all voluntary allot-
ments, except for insurance, should be reduced
or discontinued.

ir (3) Delinquent income tax levies. Re-
quests for installment payment of delinquent
income taxes must be made by the individual
direct to the Internal Revenue Service. Written
approval must be presented to the PSD or the
servicing finance officer.

•^•(4) Requests made under (1) and (2)
above should be made on DA Form 2496, set-
ting forth the individual's financial position
and the maximum payment he can afford. The
commanding officer will then approve or for-
ward the. request together with such additional
information as he desires.

•£(5) Written, protest. If an individual be-
lieves the indebtedness ia incorrect, he may
make a protest in writing, through channels, to
the-Command ing General, Finance Center, U.S.

C 2, AR 600-17

Army, giving all available information. Collec-
tion of the debt may be suspended until final
action is taken on the request. However, if the
individual's ETS is near, collection will be
made and the individual will be advised to sub-
mit a .claim to Settlement Operations, Finance
Center, U.S. Army.

d. Court-martial forfeitures are paid as di-
rected by the court-martial and may not be col-
lected in reduced amounts.

e. Except for court-martial forfeitures, in-
debtedness to the Government is not cancelled
by separation from the service. Deductions
may be made from retired pay, reserve train-
ing pay, or may be collected if the individual
reenters active service.
iff. Request for remission or cancellation
of indebtedness may be made by the individual
or his commander. The request is forwarded to
The Adjutant General for approval.

AGO 20116A 11-143
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C 2, AR 600-17 28 May 1969

Section V. RECORDS
Procedure 11-4-1

ENLISTED CONDUCT AND EFFICIENCY RATINGS

•fcl. References.
a. AR 600-200.
b. AR 635-200.
c. AR 672-5-1.

2. Form. DA Form 137 (Installation Clearance
Record).

T.j-3. General. Conduct and efficiency ratings pro-
vide information to be used in connection with
other data as a guide in taking certain person-
nel actions such as assignment, promotion,
award of the Good Conduct Medal, and in de-
termining the type of discharge to be rendered.
Each rating covers a specific period and should
not be influenced by prior reports covering
other periods. The occasions requiring ratings
are outlined in AR 600-200.
•5^4. Procedure, a. Preparatory to reassignment
of an individual; or upon attachment to an-
other organization for 30 days or more when
the Personnel Records Jacket (DA Form 201)
accompanies the individual, the Installation
Clearance Record will be modified to include
"CONDUCT ____.______ EFFICIENCY
________" (fig. 11-4-1.1). The unit com-
mander will enter the conduct rating and the
first immediate officer or warrant officer super-
ior will enter the efficiency rating.
ifb. In cases where a large number of con-
duct ratings are required to be made by the
unit commander upon his reassignment from

the unit, the unit clerk may modify a company
roster by heading a column "CONDUCT." The
commander can then enter his conduct rating
opposite and in line with the name of the indi-
vidual being rated. This roster should then be
sent to the PSD records team leader so that en-
tries may be made in the enlisted qualification
record. The unit clerk will insure that both the
conduct and efficiency ratings are obtained
from the unit commander for personnel over
whom the commander is also the supervisor.
The first sergeant and unit clerk are examples
of personnel for whom the commander would
be the rater for both conduct and efficiency.

c. A conduct rating less than "Good," or an
efficiency rating less than "Fair," will disqual-
ify a soldier for an honorable discharge. If a
disqualifying rating has been given and there
is no record of disciplinary action against the
soldier, an explanation must accompany the
rating.

d. An "Unknown" rating may be given only
when the rated period is less than 30 days, and
for periods of confinement or hospitalization.

e. Enlisted personnel are not permitted to
rate other enlisted personnel.

/. Whenever supervisory changes occur as
the result of a change of duty MOS or supervi-
sor, the Personnel Information Roster may be
used to indicate ratings. Place the efficiency
rating in the "REMARKS" column.
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28 May 1969 C 2, AR 600-17

INSTALLATION CLEARANCE RECORD
(AR 110-10)

INSTALLATION

Fort Miller. Utah

Prepare in duplicate (original to be retained In trentfet activity Hie; duplicate to Individual)

UNDERWOOD. RALPH T.
SERVICE NUMBER

RA I? 300 831
GRADE

PFC
ORGANIZATION

Co B, 1st Bn, 19th Inf
TO DEPART fT/oia and data)

1200 hrs, % Dec 1968
AUTHORITY FOR DEPARTURE

Para 10, SO 299, HQ, 99th Inf Div
dtd 1 Dec 1968 Ft Miller, Utah

NEW DUTY STATION

1st How Bn, 2d Arty, 8th Inf Div
APO NY 09111

CHECKLIST
(Normally, offrcvrt. warrant ollScora, and snltftfd perronnel In grade* E-7, E-B and E-9 are no( required to meeute initial' ot clearing facility,
(heir signature being o f f i c i a l Indication that all obligation* are mettled. Other -nil-fed petmonnal will normally have facility concerned Initial
applicable Item*. Appropriate administrative office will cheek llama not applicable.)

FACIL ITY FACILITY FACILITY

I. ARMY EDUCATION CENTER FIELD MILITARY 201 FILE
AND ALLIED RECORDS

.(Car lefa)

2. CHAPLAIN
FINANCE » ACCOUNTING OFF
(Communication* Account) 24- QUARTERMASTER LAUNDRY

a. CLASSlFtED DOCUMENTS 25. QUARTERS ASSIGNMENT

4. COMMERCIAL LAUNDRY IB- L IBRARY 28. SIGNAL OFFICER

8 . C O U R T S AND B O A R D S *

17. ORONANCE OFFICER

7- DEPENDENTS SCHOOL OFFICER

». DRY CLEANERS

(A.E.R.)

PERSONNEL REGISTER
• (Sign Out)

(Notice ol Change ol Address)

1O. ENGINEER PROPERTY OFFICER 21. POST MOTOR POOL

I HAVE TURNED IN OR PROPERLY TRANSFERRED ALL CLASSIFIED DOCUMENTS EXCEPT THOSE WHICH PERTAIN TO MY OFFICIAL
DUTIES AND FOR WHICH I. AS AN INDIVIDUAL, HAVE BEEN DESIGNATED THE AUTHORIZED CUSTODIAN; I HAVE DISCHARGED ALL
PERSONAL DEBTS ADMITTEDLY DUE AND PAYABLE AT THIS TIME IN THIS AREA OR HAVE MADE SATISFACTORY ARRANGEMENTS
WITH THE PERSONS OR ORGANIZATIONS CONCERNED FOR THE PAYMENT OF SAME; AND I HAVE FURTHER NOTIFIED OF MY NEXT
STATION OR POST OFFICE ADDRESS, ALL OTHER PERSONS WHO ARE KNOWN TO BE PRESENTLY ASSERTING CLAIMS OR DEMANDS
AGAINST ME OR WHO HOLD INSTRUMENTS OF INDEBTEDNESS MADE OR INDORSED BY ME. I UNDERSTAND THAT THIS CLEARANCE
DOES NOT RELIEVE ME OF ANY PECUNIARY CHARGE FOR GOVERNMENT PROPERTY WHICH HAS BEEN OR MAY BE RAISED ON A
REPORT OF SURVEY OR REPORT OF BOARD OF OFFICERS IN LIEU OF REPORT OF SURVEY.

REMARKS

CONDUCT EFFICIENCY

Dec-68

SIGNATURE

ADEQUATE QUARTERS WERE FURNISHED SIGNATURE OF COMMANDING OFFICER OR DESIGNATED REPRESENTATIVE

TYPED NAME, GRADE. ARM AND TITLE

1 Jan 6'- *. Dec 68 THOMAS W. LINGEN. CPT. Inf. Commanding
* For pending report* of morvey or disciplinary tnattmra not referred to Company Cotnmandmrml only.

FORMORM • OT REPLACES EDITION OF MAY 6O, EXISTING SUPPLIES OF WHICH WILL I
MAR *B I «3 / O ISSUED AND USED UNTIL I MAR OO UNLESS SOONER EXHAUSTED.

11-4-1.1
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AR 600-17

Procedure 11-4-2

IDENTIFICATION TAGS

1. References.
a. AR 606-5.
6. AR 700-8400-1.
2. Form. DA Form 1049 (Personnel Action).
3. General. One set of identification tags must

be in the possession of each member of the Army for
wear as prescribed by AR 606-5.

4. Procedure, a. The unit supply sergeant will
prepare requests for the embossing of ID tags using
information furnished by the soldier concerned
(fig. 11-4-2,1).

(1) Prepare request in original and 1 copy.
(2) Attach blank tags (in envelope) as in-

closures, if required.

6. Identification tags may be issued at the unit
supply room, at the place of embossing, or may be
purchased by the individual at the nearest QM
clothing sales store according to local policy.

c. Completed request may be signed by a unit
officer, the first sergeant or the supply sergeant.

(1) Remove 1 copy for file.
(2) Forward original with inclosure to the

Personnel Records Branch of the PSD.
d. Upon receipt of embossed identification tags,

have each tag checked by the soldier for errors. If
an error is found, request new tags using the above
procedure.
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AR 600-17

PERSONNEL ACTION
(AR 340-IS)

fit. REFERENCE

TO:

DATE

1 Dec 61

Qnbosslng of Identification Tags
OT, 99th
Ft Miller, Utah
AHH: Afl-PSD

Beqneat the attached "blank Identification tags 1>e embossed for toe following
named Bl:

HflMB

, Janes B.

Campbell, Don J.

freston, John 0*

L Incl
Blank Ident Tags (6)

FROM:

CO, Co B, 1st Bn. 19th Inf

P R O C E S S I N G ACT IONS

SB BLOOD TTPS BBEJCgQBS FBSSSB3SCE

HO 9 783 626 0 Methodist

BA 12 236 259 A Bonaa Catholic

US 51 232 681 AB Baptist

.EHCHAS V.
Ca.pt, Inf

USE PLAIN PAPER fQft CONTXtfVATSOf* OF

DA.&..1049
Figure 11-4-4.1.
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28 May 1969 C 2, AR 600-17

Section VI. GENERAL ADMINISTRATION
Procedure 11-5-1

MORNING REPORT CONTROL AND PREPARATION AND
PERSONNEL DATA CHANGE REPORT

1. Reference. AR 335-60.
*2. Forms.

a. DA Form 1 (Morning Report).
b. DA Form 1-1 (Personnel Data Change

Report).
Tfc-3. General, a. The morning report is the basic
record reflecting the official status of the re-
porting organization -and each person assigned
or attached thereto. It is a source of data for
entries in the individual personnel records of
the persons reported thereon and for official
strength and other statistical records, and it is
used as legal evidence in military courts-mar-
tial proceedings. The morning report (copy
number 1) becomes a permanent record of the
Department of the Army to provide an authenti-
cated, continuous administrative and historical
record of the strength and status of each or-
ganization and individual of the Army. The
morning report is considered one of the most
important basic documents prepared within
the Army and the utmost care should be taken
to insure prompt and accurate recording of all
required entries. The purpose of this procedure
is to indicate the typical controls necessary to
insure preparation of accurate morning re-
ports. Detailed instructions for preparation of
the morning report are contained in AR
335-60.
ifb. The Personnel Data Change Report
(DA Form 1-1) will be prepared by the PSD
in accordance with chapter 5, AR 335-60 for
all units which are not provided administrative
services under Personnel Management and Ac-
counting—Card Processor System (PERMA-
CAP).
4. Procedure, a. To properly maintain a morn-
ing report requires careful attention to the
maintenance of a suspense file. The file consists

AGO 20116A

of 31 manila folders numbered 1 through 31.
Each folder represents one day of the month,
regardless of whether a month has 30 or 31
days. The file should be located in the desk of
the person preparing the morning report so
that he has immediate access to it at all times.
Only the commanding officer, first sergeant and
company clerk should be allowed access to the
suspense file. The file will contain documents to
be used in preparation of remarks for the
morning report, e.g., Special Order, DA Form
31 (Request and Authority for Absence), etc.
Do not keep appointments, 3-day passes, or
other documents not requiring a morning re-
port remark, in the suspense file. A separate
unit suspense file will be maintained for those
and similar documents.

ifb. An example of the sequence of actions
to prepare the morning report of 5 March 1969
follows:

(1) Remove and examine the documents
in the suspense file for 5 March 1969.

(2) Arrange the documents in the same
order as the remarks will appear on the morn-
ing report, e.g., accessions, separations, reas-
signment gains, etc.

(3) Rescinded.
(4) Obtain the Personnel Register (DA

Form 647, "Sign In/Out Register") and deter-
mine if personnel actually arrived or departed
as they were scheduled. Resolve any discrepan-
cies with the first sergeant immediately.

ifc. The morning report is prepared on a
four-page set (DA Form 1).

d. After the morning report has been signed
by the unit commander, make distribution as
follows:

•^r(l) The number 1, 3 and 4 copies of the
DA Form 1 will be hand-carried to the battal-
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ion personnel staff NCO. The PSD/PSC will e. File the number 2 copy by month. The
forward copy number 4 to the servicing finan- current month should be kept on the MR
cial activity. clerk's desk, and other morning reports should

(2) The number 2 copy (yellow) will be be filed in accordance with AR 345-215.
retained by the unit for file.
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Procedure 11-5-2
PERSONAL AFFAIRS ENVELOPE

1. References. Appropriate command directives.

2. Forms. As required by command directives.

3. General. Units which are designated as avail-
able for immediate or early deployment will be
required to maintain certain personal affairs
documents for each individual assignment to
the unit. These documents may consist of wills,
powers of attorney, requests for movement of
dependents or household goods, allotment
forms, etc., depending on the location and mis-
sion of the unit. The documents are completely
prepared except for date and signature of the
individual and are ready to be made effective
when required. The documents are contained in
an envelope designated as the Personal Affairs
Envelope and maintained by the unit to which
the individual is assigned. The documents con-
tained in the Personal Affairs Envelope will
enable the soldier to complete his personal af-
fairs prior to movement of the unit and will
minimize the personnel processing time re-
quired in the PSD.

Procedure, a. Personal Affairs Envelope.
(1) The personal affairs envelopes for all

personnel of the unit will be filed in alphabeti-
cal order in the orderly room area. The files

must be given physical security equal to that
normally afforded military personnel records,
i.e., access denied to all persons except those
specifically charged with responsibilities relat-
ing to maintenance of the envelopes.

(2) A team from the PSD will periodi-
cally visit the unit for the purpose of prepar-
ing new documents required as a result of
changes in a soldier's' personal status.

(3) If a soldier desires to make a change
on a document maintained in his Personal Af-
fairs Envelope—

(a) Determine from the soldier what
document he wants to change and his reason
for changing the document.

(b) Telephone the battalion personnel
staff NCO and inform him of the soldier's re-
quest.

(c) The personnel staff NCO will deter-
mine if the change requires the soldier to re-
port to the PSD or if the change can be accom-
plished during the team visit ((2) above).

(4) When soldier is required to report to
the PSD to accomplish a new document for his
Persona] Affairs Envelope, give him the envel-
ope to take with him.

(5) .Upon completion of any changes the
envelope will be returned to the unit for file.

. Rescinded.
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Procedure 11-5-3
REQUEST FOR INFORMATION

. Reference. AR 600-16

2. Forms. Requests for Information (see app
7-1 for suggested format) .

General. There will be numerous occasions
on which soldiers will require information
from their military personnel records main-
tained at the PSD. Normally, the required in-
formation will be obtained by written inquiry
to the PSD. Telephone requests to the PSD for
this type of information will be restricted to
emergency requests where the information
must be obtained the same day. Each such
emergency call to the PSD will require the ap-
proval of either the unit first sergeant, the bat-
talion personnel staff NCO, or the unit com-
mander (chap. 7).

4. Procedure, a. A supply of the "Request for

Information" form letters should be available
at the orderly room for use in obtaining rou-
tine information from the PSD.

b. Upon receipt of a complaint or inquiry
from a soldier, the first sergeant or company
clerk will determine the following:

(1) If the information is available within
the unit.

(2) If not, is the information available by
telephone ?

(3) If not, can the information be ob-
tained through use of an inquiry form letter?
ire- When it has been determined by the
first sergeant or company clerk that a Request
for Information should be prepared, the com-
pany clerk will—

(1) Prepare the request in 1 copy and
have the soldier and first sergeant sign it.

(2) Forward the request direct to the ap-
propriate composite team in the PSD.

11-166 AGO 20116A

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil



28 May 1969 C 2, AR 600-17

Procedure 11-5-4
REQUEST FOR SPECIAL ORDERS

1. Reference. AR 310-10.

2. Form. DA Form 2446-R (Request for Or-
ders) .

3. General, a. Special orders for the division are
published at the PSD. The issuance of other
routine orders will be in accordance with AR
310-10 and Procedure 11-5-5.

b. The majority of special orders affecting
personnel of the units will be issued automati-
cally as personnel actions are approved. Spe-
cial orders may be requested from the battal-
ion headquarters when required by a unit. The
battalion personnel staff NCO accumulates all
requests for special orders and forwards them
daily to the PSD. The PSD has an established
schedule indicating the time of day that a re-
quest must be received in order to appear on
that day's special orders.

4. Procedure, a. Determine that a special order
is actually required to effect the action desired.

(1) Refer to AR 310-10 for an explanation
of the usage and content of special orders.

(2) Telephone the battalion personnel
staff NCO if there is any doubt concerning the
proper type of order required.

b. Prepare the request for the unit com-
mander's signature in an original and 2 copies
(fig. 11-5-4.1).

(1) Data concerning the lead lines is ob-
tained from AR 310-10 and varies according to
the type of order being requested.

(2) Data to complete the responses is ob-
tained from the individual requesting the
order. This normally will be either the unit
commander or the first sergeant. ,

(3) The title of the order, transaction
code, and elements of the standard name line
are defined in AR 310-10.

c. Upon completion of the request by the
unit commander—

(1) Remove 1 copy of the correspondence
for the unit suspense file (3-day).

(2) Forward the original and 1 copy to
the battalion headquarters.
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REQUEST FOR ORDERS °"MJ.IW-IW 6
E OF RtQUEIT

January 1969
T PROMi
0 CO, 1st Bn, 19th Inf, Ft Mlller_jrtal CO, Co B, 1st Bn, 19th Inf

Fort Miner, Utah

CG, 99th Inf Div, Ft Miller, Utah
ATTN: AG-PSD

PARTI
NAME OF FORMAT

Duty Appointment
PARTII

• TANDARD NAMB LINE (SftL)

LINOEN, THOMAS W., 01923049, CPT, INF, Co B, 1st Bn, 19th Inf, Ft

TC NUMBER

350

Miller, Utah

PART ill • USE IBLECTEO FORMAT AS MODEL
_.*«> _.»N«fLL>

Apt to:
Eff date:
H:
Purpose:
Authi
Sp Instr:

VARIABLE RBSPONBBB

Class A Agent
15 Jan 69
Indefinite
Cash payment of troops of organization to which assigned
AR 37-103
Report to Post Finance and Accounting Office, Room 248,

Bldg T40, NLT 14 Jan 69 for briefing on duties of
agent officer.

REQUESTER'' N AME (TrfMd Ot Printed} HSNATUftE --* >-v

SAMUEL R. JONES. CPT INF. CoTOnanding ^£ __ •&. i\ • Jrtr^A.3~** ^^^- j^^a^&AAA^r*^^ ' /j

DA 2446* R REPLACE* DA FORM 1449-R. I •«•> •!, WHICH II OB-OLKT*.

ifFigure 11-5-4.1

CPO : 1965 O - 692-590
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Procedure 11-5-5
UNIT ORDERS

1. Reference. AR 310-10.

2. Forms. None.

. General, a. Unit orders are the only type of
routine orders issued by the company. In com-
panies assigned to a division or separate bri-
gade, unit orders are issued for five purposes :

(1) Assumption of command.
if (2) Appointments to temporary E-4 and

permanent E-3. (See footnote 1.)
*A- (3) Reduction from E-3 to E-2. (See

footnote 1.)
*(4) Assignment of additional duties with-

in the company.
*(5) Authorization to ration separately (if

authorized by local command policy) (see foot-
note 2).

b. Assignment to, or changes of, principal
duty will be announced in special orders.

4. Procedure, a. Unit orders are numbered in
chronological sequence by calendar year. The
first order issued in any calendar year will
bear a notation above the heading of the first
page showing the number of the last order is-
sued the preceding year.

6. No more than one unit order may be is-

Footnote No. 1. Issued on division special orders in
units under the PERMACAP system (See Procedures
11-1-6 and 11-1-7).

Footnote No. 2. Issued on division special orders in
units under the PERMACAP system and the Cen-
tralized Automated Military Pay System.

sued on any one day except in the case of as-
sumption of command. In this case a separate
unit order will be issued.

c. Each action is announced in a separate
paragraph. Paragraphs are numbered only if
there are two or more.

d. Orders may be typed or reproduced me-
chanically (such as mimeograph) on 8- x
10i/^-inch paper. Typed orders will be printed
on one side only. Others may be duplicated on
both sides.
. e. Unit orders will be authenticated only by
the unit commander. If they are typed, all
copies must be signed.
•^f. Preparation, files and distribution.

*(1) Unit orders will be prepared as pre-
scribed in AR 310-10. A sample unit order is
shown in figure 11-5-5.1. Formats for addi-
tional paragraphs are found in appendix I,
AR 310-10.

(2) A record and a reference file will be
maintained by the company. When orders are
typed, the original will be placed in the record
file.

(3) Copies of orders will be furnished to
each affected individual, to the PSD, and to the
next higher headquarters, as required by local
directives. In addition, appointment and reduc-
tion orders will be distributed as required by
Procedures 11-1-6 and 11-1-7, where appro-
priate.

g. Unit orders will be corrected by the use
of amendatory paragraphs. The use of cor-
rected copies is not authorized.
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Unit Order 52 is the last of the series for 1968

CO B, 1ST BN, 19TH INF
Fort Miller, Utah

UNIT ORDERS 3 January 1969
NUMBER 1

1, TO 310. UP par (*) AR 600-200 fol indiv APPOINTED *» (with
their consent) ** (without their consent) to TEMP OR indie.

TO BE SPECIALIST FOUR ' MOS

UNDERWOOD, RALPH T., RA 31228175, PFC ' 71B20

' 2. TC 350. Following indiv APPOINTED:

BROWN, JOSEPH R., RA 19300193, MSGT

Apt to: Member of Unit Fund Council
Eff Date: 3 Jan 69
Pd: Indefinite
Purpose: NA
Auth: Par 6, AR 230-10
Sp Instr: None

3. TO370. Fol orders amended:

SMO: Par 1, Unit Orders 50, this' hq, 12 Dec 68
Pert to: UNDERWOOD, RALPH T., RA 31228175, SP4
As reads: RA 31228177
-IATR: RA 31228175

THOMAS W. LINGEN
CPT, Inf
Commanding •

* Enter appropriate paragraph and subparagrnph from AR 600-200
** Use for lateral appointment only - LL DOR: must also be shown,

if Figure 11-5-5.1
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[AGRZ]

By Order of the Secretary of the Army;

Official:
J. C. LAMBERT,
Major General, United States Army,
The Adjutant General.

Distribution:
Distribute in accordance with List.

EARLE G. WHEELER,
General, United States Army,
Chief of Staff.

U.S. GOVMNMINT P R I N T I N G OFFICI : IMS O—TM-Mt (7I«OA>
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HEADQUARTERS
DEPARTMENT OF THE ARMY
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PERSONNEL (GENERAL)

THE DIVISION PERSONNEL SUPPORT SYSTEM
ORGANIZATION AND PROCEDURES
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PART ONE. ORGANIZATION

CHAPTER 1
GENERAL

1-1. Purpose, a. The concept of centralization
of personnel records maintenance at division level
is explained in FM 12-11. The internal operation
of the Personnel Service Division is explained in
AR 600-16. This regulation provides an operating
guide for company clerks and personnel staff non-
commissioned officers, and a useful reference and
guide for commanders, staff officers, and personnel
of the Personnel Service Division. The purpose of
this regulation is to—

(1) Establish procedures for the implementa-
tion and continued operation of the cen-
tralized administration concept.

(2) Facilitate standardization of division ad-
ministrative procedures throughout the
Army.

(3) Simplify the training requirements for
administrative personnel throughout the
division.

(4) Establish the responsibilities and functions
of commanders, staff officers, and super-
visory personnel in the field of personnel
administration and personnel manage-
ment.

b. This regulation sets forth procedures for
actions that are general throughout the Army.
These procedures may be modified to conform with
local requirements, but modifications will be held
to a minimum in order to obtain maximum benefits
from standardization.

c. Commanders, supervisory and operating per-
sonnel at all levels of command are encouraged to
establish procedures for those actions not covered
in this regulation. Procedures will be standardized
at the highest level possible to provide for uni-
formity within a division or major command.

d. The Division Personnel Support System is
designed to provide accurate and efficient personnel
services for commanders, their staffs, and the in-
dividual soldier. It is organized on four levels of
command—

(1) Division headquarters.

AGO B383A

(2) The brigade. Whenever this term is used
it also applies to division artillery and
support command.

(3) The battalion. Whenever this term is
used it also applies to a squadron.

(4) The company. Whenever this term is used
it also applies to a battery or troop.

1-2. Definitions. The following definitions apply
to the organizational elements and personnel de-
scribed in this regulation:

a. Personnel staff NCO. To assist the com-
manders at brigade and battalion headquarters a
personnel staff noncommissioned officer is assigned
to the headquarters. His major functions are to
serve as advisor to the commander and the staff on
personnel matters and as liaison between the com-
pany, battalion or brigade, and the Personnel
Service Division. His specific responsibilities and
functions are listed in the chapters on the brigade
and battalion (ch. 3 and ch. 4).

b. Functional team. An organizational subdivi-
sion of each branch or unit of the Personnel Service
Division except the Administrative Machine
Branch.

c. Composite team. A group of functional teams
consisting of one from each branch or unit of the
Personnel Service Division, except the Administra-
tive Machine Branch.

d. Second echelon support team. An equitable
subdivision of a composite team, predesignated for
attachment to specific divisional units detached
from the division for over 30 days, for the purpose
of providing complete second echelon personnel
support.

e. Special purpose teams. A group of noncom-
missioned officers and personnel specialists, rep-
resenting one or more composite teams, designed to
provide specialized personnel service involving
inprocessing-outprocessing, military pay, or
personal affairs.

1-3. Responsibilities of staff officers and com-
manders, a. Personnel responsibilities and func-

1-1
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tions of commanders and Si's are set forth in sub-
sequent chapters. There are no major changes in
the responsibilities and functions of other staff
officers in the field of personnel management and
administration. However, there should be close
coordination between staff officers and their Si's on
all personnel matters to insure the most profitable
and efficient use of the personnel facilities at each
level of command.

6. Commanders and staff officers will reevaluate
all reports and statistics currently required to deter-
mine whether the information required is essential
to the operation of the unit or staff section. "Nice-
to-know" information will be evaluated to deter-
mine if the convenience of the information out-
weighs the administrative effort required to collect
the data.

c. It is the responsibility of each commander and
staff officer to insure that his requirements for
reports and statistics are directed to the proper
organization. A summary of the reports and statis-
tics furnished by or available from the Personnel
Service Division is listed in chapter 6. The follow-
ing sequence will be followed in determining the
source of a report:

(1) Check the reports being furnished by the
Personnel Service Division to determine
whether the information required is now
being furnished. If so, the requestor will
revise his report to conform with existing
reports or extract the information from
existing reports to complete his report
(pars. 6-3 and 6-5).

(2) If not presently furnished, is the informa-

tion immediately available at the Person-
nel Service Division on punched cards?
(par. 6-2.) If it is, the request will go to
the Personnel Service Division (par. 6-4).

(3) If not available on punched cards, and the
information needed comes from the
personnel records or other documents
maintained at the Personnel Service
Division, the request will go to the
Personnel Service Division (par. 6-6).

(4) If the information required cannot be
obtained from the personnel records or
other documents maintained at the
Personnel Service Division, only then will
the request for information be made to
subordinate units.

(5) Some reports require information which
will be furnished partly by the Personnel
Service Division and partly by the
subordinate units. In this case, a request
for information will go to both organiza-
tions and the information submitted will
be consolidated by the requestor.

1-4. Application to separate brigades. Separate
brigades will operate a modified form of the PSD;
however, the procedures provided in this regula-
tion apply equally to the personnel support system
of separate brigades. For information relative to
separate brigade PSD operation, see AR 600-16.

1-5. Forms. Forms referenced in this regula-
tion, with the exception of DA Form 2446-R and
DA Form 2749-R, will be obtained through normal
AG publications supply channels.

1-2 AGO 83S3A
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CHAPTER 2
RESPONSIBILITIES AND FUNCTIONS AT DIVISION LEVEL

2-1. Responsibilities. The basic responsibilities
for personnel administration at the division level
are set forth in FM 12-11, which also sets forth the
organization of the adjutant general's section and
the other administrative staff agencies.

2-2. Organization, a. Appendix 2-1 shows the
organizational structure and division of functions
in the Personnel Service Division of the adjutant
general's section, which is the primary agency for
personnel administration at division level.

6. Appendix 2-1II shows a further breakdown of
the organization of the Personnel Service Division
into functional teams.

c. Appendix 2-II explains how the branches of
the Personnel Service Division are organized into
composite teams designed to maintain a degree of
unit integrity in personnel administration and to
facilitate service to units. Some of the advantages
of composite teams are as follows:

(1) The noncommissioned officer or senior
specialist in each functional team provides
a specialized personnel service to a fixed
number of divisional units. This permits
him to develop a close working relation-
ship with a limited number of subordinates
and personnel staff noncommissioned
officers in battalions or brigades. For
example, a pay team leader in a composite
team serving 3 infantry battalions pro-
vides supervision for 6 pay specialists, and
deals with only 3 personnel staff noncom-
missioned officers on military pay matters.
Thus quick reaction time is provided, as
the personnel staff noncommissioned
officer shares the time and attention of the
pay team leader with only 2 other person-
nel staff noncommissioned officers instead
of 26.

(2) Clarifies~the point of contact for personnel
staff noncommissioned officers. A person-
nel staff noncommissioned officer in a
battalion or brigade should experience no
difficulty in understanding the organiza-

AGO 8383A

tion of the Personnel Service Division or
his precise contact on any matter, because
almost all his personnel support is rep-
resented in one composite team. There
are two types of exceptions:

(a) The Office Services Unit is responsible
for the publication and distribution of
orders, therefore, a personnel staff non-
commissioned officer will deal directly
with that unit on such matters.

(b) A personnel staff noncommissioned
officer will deal with a functional team
member in a composite team on routine
matters involving Reports, Processing
or Control, but contact the Reports,
Processing or Control team leader on
unusual matters. For example, a
personnel staff noncommissioned officer
should contact a reports clerk in the
composite team on questions about an
existing report; he should contact the
Reports Team Leader to request new
reports or changes in report format.

d. The division Gl has the overall staff responsi-
bility for all personnel matters in the division. The
division adjutant general has special staff responsi-
bility for, personnel matters in the division. The
adjutant general's section is composed of five
organizational elements.

(1) The Personnel Service Division.
(2) The Administrative Services Division.
(3) The Postal Division.
(4) The Special Services Division.
(5) The Replacement Detachment.

The personnel of these elements are assigned to the
division administration company. See FM 12-11
for a detailed description of the organization and
operation of the adjutant general section.

2-3. Functions of Personnel Service Division.
a. Personnel records for all assigned and attached
personnel are centralized at the division head-
quarters under the supervision of the division
adjutant general. The specific responsibility is
delegated to the Personnel Service Division. All
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personnel management, personnel records mainte-
nance, military pay, personal affairs, and personnel
actions will be handled by the Personnel Service
Division. Accordingly the Personnel Service
Division assumes the authorities and responsibili-
ties, often referred to as second echelon personnel
support, enumerated in AR 600-8. First echelon
personnel support represents those actions per-
formed at unit level; second echelon personnel
support those actions performed by the custodian
of personnel records; and third echelon personnel
support those actions performed by division
adjutants general. The Personnel Service Division
performs a central role in the personnel support
system by consolidating the second and third
echelon personnel support in one office. The
Personnel Service Division, in addition to being an
executive activity for the division commander in the
area of personnel administration, also performs
certain services for brigade, battalion and company
commanders. Among these are the following-.

(1) Provides a source of technical advice on
personnel administration and personnel
management.

(2) Furnishes statistical data on current and
projected strength.

(3) Furnishes other reports on individuals
designed to aid commanders in making
personnel management decisions.

(4) Assigns and reassigns personnel to meet
commanders' requirements.

(5) Receives commanders' recommendations
and decisions on personnel matters and
takes action to implement them.

(6) Acts as custodian of individual personnel
records and provides commanders with
information therefrom, as required.

6. The Personnel Service Division uses punched
card machines to accomplish many of the tasks and
services it provides. The Personnel Service Divi-
sion also has the ability to provide these services
manually, but at a reduced level. Reports and
information which can be provided by both manual
and punched card machine operations are listed in
chapter 6. Detailed organization, responsibilities,
functions, and operating procedures pertinent to
the Personnel Service Division are set forth in AR
600-16 and FM 12-11. AR 600-16 has limited
distribution below division headquarters.
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CHAPTER 5
RESPONSIBILITIES AND FUNCTIONS AT COMPANY LEVEL

5-1. General. This chapter summarizes the
responsibilities and functions for personnel admin-
istration at company level and sets forth the changes
in channels of communications and the means of
obtaining information necessitated by the mainte-
nance of personnel records at division [eve!. The
company is the lowest administrative headquarters
in the chain of command. It is the level having the
most direct contact with the soldier. It is the
initial point of contact for a soldier with a problem
or a request for some type of personnel action. All
personnel actions initiated by the soldier are chan-
neled through his company orderly room. Thus it
can be seen that the company is one of the most
important links in the chain. If an action is not
initiated correctly and expeditiously at company
level, it cannot be acted upon promptly and effi-
ciently at other administrative levels. Detailed
responsibilities and functions of the company com-
mander and the company clerk are listed in para-
graphs 5-3 and 5-4. No specific delineation of the
responsibilities and functions of the first sergeant
has been made in ,this chapter since, in general,
there in no change from his present responsibilities
and functions. His responsibilities in regard to the
control of visits to the Personnel Service Division
are listed in chapter 7.

5-2. Authorized telephone communication with
Personnel Service Division. In order to facilitate
prompt, efficient service from the Personnel Service
Division and to insure the proper utilization of the
personnel staff noncommissioned officer as a tech-
nical advisor, restrictions should be imposed to
preclude the companies from making telephone calls
to the Personnel Service Division. In addition to
the procedures established to control visits to the
Personnel Service Division as outlined in chapter 7,
the following restrictions should be imposed:

a. The company may telephone direct to the
records clerk or pay specialist of the composite
team serving the unit at the Personnel Service
Division in individual cases for the following types
of information required to complete a personnel
action:
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(1) Data available from a soldier's personnel
records (Field 201 file, Service Record,
Enlisted Qualification Record, or Financial
Data Records Folder).

(2) Record of previous convictions or other
extracts from personnel records.

6. Requests for all other types of information will
be channeled through the next higher headquarters.
Examples of these requests are as follows:

(1) Information on status of actions.
(2) Information on procedures.
(3) Information of future or scheduled actions.
(4) Information on items requiring advice,

personal judgment or influence.
(5) Information on specified categories or

groups of personnel (lists of Military
Occupational Specialties, Expiration Term
of Service Rosters, etc.).

5-3. The company commander, a. General.
The company commander remains as the primary
manager of his personnel. His primary assistants
are his executive officer, first sergeant, and company
clerk. The latter is the key point of contact for
soldiers of the unit on simple and routine personnel
and administrative matters where direct contact
with the first sergeant or an officer is not required.

b. Responsibilities. The company commander—
(1) Is responsible for the proper utilization of

soldiers based on their enlisted military
occupational specialties, training experi-
ence, desires, and the needs of the unit.
He is aided in this area by the advice,
assistance, and cooperation of the brigade
or battalion personnel staff noncommis-
sioned officer and the Personnel Service
Division. All assignments, reassignments,
and changes of duty position should be
fully coordinated to insure that they are
in the best interest of the Army, the unit,
and the soldier. All changes in status of
the soldier must immediately be brought
to the attention of the Personnel Service
Division; especially those items which
affect the soldier's performance of duty,
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such as change of medical fitness profile,
changes in duty assignment, or changes in
the security requirements of his duty
position.

(2) Is responsible for the initiation of re-
classification action when he determines
a soldier is inefficient, is better qualified
in a higher military occupational specialty,
or is physically incapable of performing
duty in his primary military occupational
specialty.

(3) Authenticates the unit morning report,
orders and other documents, and takes
action on and forwards personnel actions
in accordance with Army regulations and
the Documents Routing Channels Chart.

(4) Is an appointment and reduction authority
as authorized in AR 624-200 and as modi-
fied by local directives.

5-4. The company clerk, a. General. In most
cases, the company clerk is the initial link in the
chain of personnel actions. He should be a mentally
mature individual with a desire to assist the soldier
with his problems. He has many responsibilities
and functions and, depending on his attitude and
efficiency, can be a great asset or liability to the
Army personnel system.
' 6. Duties and responsibilities. The company

clerk—
(1) Prepares the unit morning report, using

information available within the unit or re-
ceived from higher headquarters. Infor-
mation will be obtained from such items as
special orders, unit orders, individual sick
slips, hospital admission and disposition re-
ports, leave requests, sign in-out registers,
etc. He should maintain a 31-day
suspense file to insure that entries are
made on the correct date.

(2) Maintains a Personnel Data Card (DA
Form 2475) for each soldier in his unit.
This card is initiated by the company
clerk using the copy of the soldier's
Enlisted Qualification Record furnished
by the Personnel Service Division. This
card will serve as a morning report card
and a locator card, and if properly main-
tained will provide general information
on the soldier without the necessity of
reference to the Personnel Service Divi-
sion. Initiation, maintenance and dis-

5-2

position of this card is covered in Pro-
cedure 11-4-3.

(3) Prepares all personnel actions requested
by soldiers or the company commander
in accordance with the procedures cover-
ing these actions. Detailed responsibili-
ties for most types of actions he will en-
counter are listed in chapter 11. For
actions not covered by standard pro-
cedures or in complicated cases, he will
seek the assistance of the personnel staff
noncommissioned officer.

(4) Obtains information from the personnel
records of soldiers of his unit, when
needed, in accordance with paragraphs
5-1 and 5-2.

(5) Assists in arranging appointments at
Personnel Service Division for soldiers of
his unit through the first sergeant and the
personnel staff noncommissioned officer.

(6) Maintains the company files in accord-
ance with AR 345-215 or as modified by
local commanders.

(7) In time of combat, prepares casualty
feeder reports and forwards them to the
Personnel Service Division.

(8) In accordance with instructions and guid-
ance received—

(o) Prepares unit orders for temporary and
permanent appointments, reductions,
assignment of additional duties within
the company, and assumption of com-
mand by the company commander as
authorized in AR 310-10.

(6) Prepares charge sheets and allied papers
for courts-martial, and prepares com-
mander's recommendations for board
actions to eliminate undesirable
soldiers.

(c) Initiates DA Form 268 (Report for
Suspension of Favorable Personnel
Action) to flag records of personnel
under charges or investigation in accord-
ance with AR 600-31 and Procedure
11-2-11.

(d) Maintains the company punishment
book.

(9) Prepares and types miscellaneous cor-
respondence and forms as directed by the
company commander, executive officer or
first sergeant.
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CHAPTER 6
REPORTS AND SPECIAL ACTIONS PROVIDED BY THE

PERSONNEL SERVICE DIVISION

6-1. General. This chapter sets forth the
capabilities of the Personnel Service Division for
preparing personnel reports and furnishing special
actions. The reports listed are those furnished to
staff sections outside the Adjutant General Section,
and to units below division level. Recurring re-
ports are those furnished automatically without
request. Special reports are those provided upon
request, usually to meet a one-time requirement.

6-2. Data processing capabilities, a. The follow-
ing data will be maintained on punched cards for
each individual assigned to the division and can be
made available in any sequence or format desired
by commanders:

(1) Service Number.
(2) Name.
(3) Grade.
(4) Proficiency Pay.
(5) MOS—Primary.
(6) MOS—Secondary.
(7) MOS—Duty.
(8) Date of Rank (Day-Month-Year).
(9) Date of Loss (Month-Year).

(10) DA Form 41 Review Suspense (Month).
(11) Transaction (Type-Day-Month).
(12) TOE (Paragraph-Line).
(13) Processing Code.
(14) ETS—Exp Category (Month-Year).
(15) Duty Branch.
(16) Control Branch.
(17) Basic Branch.
(18) Citizenship (Country).
(19) GT (Score).
(20) Component.
,(21) FSACode.
.(22) Category.
(23) Race.
(24) Marital Dependency Status.
(25) Physical Category.
(26) PCS (last) (Month-Year).
(27) Date Return from Overseas (Mo-Yr).
(28) Last Foreign Service Area.
(29) Residence.
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(30) BPED (Month-Year).
(31) Additional Pay.
(32) Date of Birth (Day-Month-Year).
(33) Language.
(34) Education Level.
(35) Basic Active Service Data (Mo-Yr).
(36) Additional Special Qualifications.
(37) Security Clearance.
(38) Accrued Leave.
(39) Armed Forces Reserve Medal Eligibility

(Month-Year).
(40) Non-CONUS Resident ETS Date.
(41) Qualification in Arms Suspense (Month-

Year).
(42) Annual Audit—66 Suspense (Month).
(43) Adjust FSACode Suspense (Month). '
(44) Efficiency Report Suspense (Month).
(45) Completion OJT Suspense (Month).
(46) Photo Required (Month-Year).
(47) Good Conduct Medal Eligibility (Month-

Year).
(48) ID Card Expiration (Month-Year).
(49) FHA Eligibility (Month).
(50) 17^4 Yrs FED Svc Completed (Month-

Year).
(51) Termination of Detail Branch (Mo-Yr).
(52) 29 Yrs A/D Completed (Month-Year).
(53) Mandatory Retirement (Month-Year).
(54) Eligible for Promotion/Appointment

(Mo-Yr).
(55) Smallpox Suspense (Month-Year).
(56) Typhoid Suspense (Month-Year).
(57) Tetanus Suspense (Month-Year).
(58) Adjust BPED Suspense (Month).
(59) Medical Exam Suspense (Month-Year).
(60) DA Form 26 (Record of Court-Martial

Conviction) Review Suspense (Month-
Year).

6. The Chief of the Personnel Service Division
coordinates punched card service and approves
requests for recurring and special reports. Punched
card operations take place in the Machine Process-
ing Unit, Administrative Machine Branch, where
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these four basic functions of data processing are
performed:

(1) Collecting source data.
(2) Controlling.
(3) Updating records.
(4) Producing reports and statistics.

6-3. Recurring reports (punched card). This
section describes the reports and services to be
provided by the Personnel Service Division on a
recurring basis. Examples of these reports, in-
cluding explanatory notes, are provided in ap-
pendixes 6-II, 6-III, 6-IV, and 6-V. See para-
graph 6-4 for requesting punched card services in
addition to those listed in this section.

a. Personnel Information Roster (Machine) (DA
Form 2472).

(1) Purpose. This roster establishes personnel
management communications between the
Personnel Service Division and unit com-
manders and staff supervisors.

(2) Description. It is prepared for officer and
enlisted personnel. It reflects authorized
spaces, individuals assigned to duty posi-
tions by name, TOE paragraph and line
number, primary and secondary MOS,
date of loss, and other personnel data.

(3) Frequency. It is prepared monthly as of
the last day of the month, to be completed
by the 5th working day of the following
month.

(4) Distribution.
(a) The original and first three copies are

forwarded to the company (for division
headquarters company and administra-
tion company, forward to appropriate
staff section).

(6) The fourth copy is forwarded to the
Personnel Management Branch,

(c) The fifth copy is filed within the
Machine Processing Unit.

6. Personnel Inventory Report (Machine) (Miscel-
laneous Strength, DA Form $471).

(1) Purpose. This report provides informa-
tion to effect personnel management
actions, personnel requisitions, assign-
ments, reassignments, promotions, etc.
It provides a means of coordination
between the division and higher head-
quarters and presents division staff officers,
the Personnel Service Division, and com-
manders with a picture of the work force
available to accomplish their prescribed
missions.

6-2

(2) Description. This report is prepared for
officer and enlisted personnel. It re-
flects authorized, assigned, and attached
strengths by grade and duty MOS for the
current period and selected projected
dates. It is prepared in three parts: by
company, by battalion or brigade, and a
division consolidation.

(3) Frequency. It is prepared monthly as of
the last day of the month, to be completed
by the 3d working day of the following
month.

(4) Distribution.
(a) Part I.

1. The original copy is forwarded to the
division C/S.

S. The first copy is forwarded to the
division Gl.

3. The second copy is forwarded to the
division AG.

4. The third and fourth copies are for-
warded to the Personnel Manage-
ment Branch.

5. The fifth copy is filed within the
Processing Unit.

(b) Part II.
1. The original and first copy are for-

warded to the Personnel Manage-
ment Branch of the Personnel Service
Division.

2. The second and-third copies are for-
warded to the battalion.

8. The fourth copy is forwarded to the
Chief, Personnel Service Division.

4. The fifth copy is filed within the
Machine Processing Unit.

(c) Part III.
1. The original, first, second, third and

fourth copies are forwarded to the
Personnel Management Branch of the
Personnel Service Division.

2. The fifth copy is filed within the
Machine Processing Unit.

(d) Part IV.
1. The original and first copy are for-

warded to the Personnel Management
Branch.

2. The second and third copies are for-
warded to the battalion.

S. The fourth copy is forwarded to the
Chief, Personnel Service Division.

4- The fifth copy is filed within the
Machine Processing Unit.
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c. Personnel Qualifications Roster (Machine) (DA
Form 2478).

(1) Purpose. This roster provides comman-
ders with certain qualification data on
individuals, which is extracted from per-
sonnel records.

(2) Description. Separate rosters are pre-
pared alphabetically for officer and en-
listed personnel by morning report unit, to
reflect individual qualifications such as
educational level, physical category, etc.

(3) Frequency. It is prepared monthly as of
the last day of the month, to be completed
by the 10th working day of the following
month.

(4) Distribution.
(a) The original and" second copy are for-

warded to the battalion headquarters.
(b) The first copy is forwarded to the com-

pany concerned.
(c) The third copy is forwarded to the

Chief, Personnel Records Branch, Per-
sonnel Service Division.

(d) The fourth copy is forwarded to the
Chief, Personnel Management Branch,
Personnel Service Division.

(e) The fifth copy is filed within the
Machine Processing Unit.

d. Personnel Suspense Roster (Machine) (DA
Form 2474).

(1) Purpose. This roster provides notification
on individuals required to undergo speci-
fied suspense type actions and to update
individual records.

(2) Description. A roster is prepared for offi-
cer and enlisted personnel by morning re-
port unit, reflecting name, service number
and grade of those individuals for whom
suspense type actions are to be accom-
plished during the first succeeding month.
Punched cards are attached for each in-
dividual action to serve as the updating
document. The report is made in two
parts: Part I lists actions required to be
initiated by the Personnel Service Divi-
sion and is not illustrated, Part II lists
the actions required to be completed by
the unit of assignment.

(3) Frequency. It is prepared monthly as of
the last day of the month, to be completed
by the 4th working day of the following
month. Punched cards are prepared im-
mediately when personnel, newly assigned
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to the division, require actions during the
current month.

(4) Distribution.
(a) The original and first copy of Part I

together with the punched cards are
forwarded to the Chief, Personnel Rec-
ords Branch, Personnel Service Divi-
sion.

(b) The original and first copy of Part II
together with the punched cards are
forwarded to the unit concerned.

(c) The second copy of each part is filed
within the Machine Processing Unit.

6-4. Special reports (punched card). Using
agencies.should forward requests for personnel in-
formation or reports, not currently being provided,
to the Chief, Personnel Service Division. The
Punch Card Machine Work Request (DA Form
2749-R) (fig. 9-1-2.1) will be used to request spe-
cial reports. DA Form 2749-R will be reproduced
locally on 8- by lOj^-inch paper. Punched card
files must be updated with changes from source
documents before any report can be produced.
About 24 hours is required for this operation and
this time factor must be considered when making
requests for current data. Up to an additional 48
hours may be required to prepare, edit, assemble,
and distribute the completed report, depending on
its volume. If the request is for data not contained
on punched cards, as listed in paragraph 6-2, the
data normally cannot be furnished through the use
of punched card machines. If the need develops,
personnel data not maintained on punched cards
may be collected, transcribed to the card, and the
report prepared mechanically. However, it must be
realized that collecting raw data and establishing
punched cards for 15,000 troops is time consuming
and lessened responsiveness must be expected.
Therefore, the need for additional data in punched
card form must be made known as far as possible
in advance of the date the completed report is re-
quired.

6-5. Recurring reports (manual). The following
manually prepared reports will be furnished by the
Personnel Service Division. The first five reports
are prepared manually only when punched card
equipment is not available. It is contemplated
that as experience with the Personnel Support Sys-
tem increases, many of the current manual reports
will become mechanized. These reports are con-
sidered to be the minimum necessary for efficient
operation of division personnel administration. Ad-
ditional reports may be required to meet local con-
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ditions or to meet the desires of commanders.
However, requests for additional reports must be
screened carefully to determine if the need for the
report outweighs the administrative workload re-
quired to produce the report.

a. Personnel Information Roster (Manual).
(1) Purpose and format. This roster will have

the same purpose and format as the
punched card machine prepared roster
(par. 6-3).

(2) Frequency. It is prepared monthly as of
the last day of the month.

(3) Distribution. The original and 3 copies
are forwarded to the company or appro-
priate division staff section, the fourth
copy is filed within the Personnel Manage-
ment Branch, Personnel Service Division.

b. Personnel Inventory Report (Manual).
(1) Purpose and description. This report is

made in three parts which have the same
purpose as Parts I, II, and III of the
punched card machine prepared report
(par. 6-3).

(2) Frequency. It is prepared monthly as of
the last day of the month.

(3) Distribution.
(a) Part I. Copies are prepared for bat-

talion and separate company head-
quarters and Personnel Management
Branch.

(b) Part II. Copy prepared for Personnel
Management Branch.

(c) Part III. Copies prepared for division
Gl, adjutant general and Personnel
Management Branch.

c. Report of Accrued Leave.
(1) Purpose. This roster informs command-

ers of accrued leave status of all assigned
personnel.

(2) Description. This is a roster of all person-
nel assigned to each company, by name,
grade, and service number, showing the
amount of accrued leave credited as of the
end of the quarter.

(3) Frequency. It is prepared quarterly as of
the last day of the quarter.

(4) Distribution. Copies are prepared for the
company concerned and Personnel Serv-
ice Division.

d. Identification of Enlisted Alien Personnel.
(1) Purpose. This report provides a current

roster of enlisted aliens assigned to each
unit of the division.

6-4

(2) Description. This is a roster of alien en-
listed personnel assigned to each unit,
showing name, grade, service number,
duty MOS, and duty position.

(3) Frequency. It - is prepared monthly as of
the last day of the month.

(4) Distribution. Copies of the report are pre-
pared for each company, battalion S2, the
division G2, and the Personnel Service
Division.

e. Educational Level Survey.
(1) Purpose. This report provides unit and

battalion commanders, and the division
Gl with the educational level of all as-
signed personnel.

(2) Description. Shows number of officers,
warrant officers, and enlisted men who
have completed various levels of civilian
education.

(3) Frequency. As required.
(4) Distribution. Copies are prepared for each

unit, battalion headquarters, the division
Gl, and Personnel Service Division.

/. Consolidated Strength Report.
(1) Purpose. This report provides selected

division staff officers with current division
strengths.

(2) Description. It provides the strength
of the division by battalion showing
authorized, assigned, attached, etc.
strengths of officers, warrant officers, and
enlisted men, as extracted from morning
reports.

(3) Frequency. Daily.
(4) Distribution. Copies of the report are

provided for the division Gl, adjutant gen-
eral, and Personnel Service Division.

g. Officer Strength Report by Branch.
(1) Purpose. This report provides selected

division staff officers with current officer
strengths and assists in preparation of of-
ficer requisitions.

(2) Description. It is a report showing
strengths of officers by unit, grade and
branch.

(3) Frequency. Daily.
(4) Distribution. Copies of the report are pro-

vided for the division Gl, adjutant gen-
eral, and Personnel Service Division.

h. Monthly Officers Roster.
(1) Purpose. This roster may be used as a

locator and furnishes a ready reference for
all division officers.
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(2) Description. It is a roster of officers by
battalion, providing selected information
on each officer in the division.

(3) Frequency. The roster is prepared monthly
as of the last day of the month.

(4) Distribution. Copies are furnished to all
units and division staff sections.

i. Report of Savings Program (AR 608-15).
(1) Purpose. This report furnishes each com-

mander information on the progress of the
savings program within his unit.

(2) Description. The report shows the num-
ber and percentage of personnel partici-
pating in the savings program and in-
cludes officer and enlisted personnel pur-
chasing savings bonds, and enlisted
personnel making soldier's deposits, re-
capped by company and battalion

(3) Frequency. It is prepared monthly as of
the last day of the month.

(4) Distribution. Copies are provided for
each company and battalion headquarters,
the division savings officer, and Personnel
Service Division.

6-6. Special reports (manual). Requesting
agencies must screen carefully all requests for
special reports to determine the urgency or necessity
for the report before submitting it to the Personnel
Service Division. They must realize that
responsiveness to requests for special reports will be
much slower when reports must be prepared
manually. Requests for reports containing finan-
cial information normally will be made to the
division finance officer. They will be referred to the
Personnel Service Division only when the informa-
tion required is not available in the finance office.

6-7. Teams, a. Special purpose teams.
(1) Special purpose teams will be sent to units

from the Personnel Service Division to
render personnel services for large groups
of personnel when, in the opinion of the
Chief of the Personnel Service Division,
they can better be accomplished at the
unit. Examples of such actions are—

(a) Outprocessing of large groups.
(6) Military pay actions or complaints.
(c) Personal affairs.

(2) The scheduling of special purpose teams
will be coordinated by the Chief of the
Personnel Service Division with the ap-
propriate personnel staff noncommissioned
officer. The size and composition of the
special purpose teams should be deter-
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mined by the type of action and the num-
ber of soldiers requiring service.

(3) The following examples are suggested
guides for determining use of special
purpose teams:

(a) Outprocessing. Use should be based on
the forecast of losses.

(b) Personal affairs. Teams should be
sent to units periodically on a schedule
developed from experience with each
unit.

(c) Other actions. A personnel staff non-
commissioned officer may request special
purpose teams from the Personnel
Service Division when he feels process-
ing of an action can be performed more
profitably at the unit. He will coordi-
nate with the team leader of the Person-
nel Service Division functional team
primarily concerned with the action,
giving information on the type of action
and the number of soldiers involved.

(4) The personnel staff noncommissioned
officer will provide an adequate work area
and insure that the soldiers to be processed
are present and possess all required docu-
ments.

b. Second echelon support teams (app. 6-VI).
(1) Second echelon support teams from the

Personnel Service Division should be
attached to units of battalion or larger
size, when they are detached from the
division for over 30 days. These teams
should be composed of personnel from the
Personnel Records, Personnel Manage-
ment, Personnel Action, and Military Pay
Branches of the Personnel Service Divi-
sion. Normally they will be the clerks who
maintain the personnel records of the
detached unit. A typical battalion-size
second echelon support team is shown in
appendix 6-VI.

(2) Determination of the advisability of
attaching a second echelon support team
to a unit should be made by the division
adjutant general, after considering the
desires of the affected commander. Two
factors to consider in making the decision
are the length of the detachment and the
distance of the unit from the Personnel
Service Division. Second echelon support
teams should be attached to the unit only
when a loss of efficiency would result from
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maintaining the records at the Personnel
Service Division.

(3) When a battalion or brigade is attached to
another division for a prolonged period
(normally over 30 days), the second
echelon support team should be integrated
into the Personnel Service Division of the
new division. However, if the battalion
or brigade is detached for separate opera-
tions, the procedures in (a) and (b) below
will be used.

(a) When a battalion is detached from the
division, the second echelon support
team will be attached to the battalion
headquarters to form a battalion person-
nel section. In this case, the battalion
personnel staff noncommissioned officer
will function as a personnel sergeant and
the battalion Si as personnel officer.

(b) When a brigade with attached battalions
is detached from the division, the second
echelon support teams may be attached
in either of two ways—

1. Attached to brigade headquarters. The
brigade operates a personnel section
for all assigned and attached units.
The brigade personnel staff noncom-
missioned officer should function as
personnel sergeant and the brigade
SI as personnel officer. There should
be no change in the functions of bat-

talion personnel staff noncommis-
sioned officers except that they should
deal with the second echelon support
team attached to brigade head-
quarters instead of with the Personnel
Service Division.

S. Attached to battalion headquarters.
Each battalion operates a separate
personnel section as shown in (a)
above, and the personnel records of
the brigade headquarters are inte-
grated with those of the battalion.

(4) The method of attachment to be used
should be determined jointly by the
division adjutant general and the affected
brigade commander prior to detachment.

(5) When a unit is attached to another divi-
sion, the individual punched cards are
transferred to the new division with the
other personnel records. When the unit
operates separately, the cards will be
retained by the parent division, and the
detached unit will operate manually.
The personnel section formed by the
second echelon support team will act on
documents received based on the authority
delegated to the commander. Actions or
documents requiring higher headquarters
approval or action will be forwarded to the
next higher headquarters for necessary
action.

6-6 AGO S383A
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APPENDIX 6-1
PUNCH CARD MACHINE WORK REQUEST (DA FORM 2749-R)

1. Punch Card Machine Work Request (fig.
9-1-2.1). This form is designed to facilitate and
control requests for punched card machine services
by using agencies. The form should be submitted
in duplicate to the Chief of the Personnel Service
Division, who will provide such assistance as may be
necessary for its completion. A brief explanation
to the requesting agency for the completion of the
Punch Card Machine Work Request follows:

DATE. Enter date request is initiated.
IDENTIFICATION NUMBER. Leave

blank—for use by Machine Processing Unit.
FROM. Enter sufficient information to'fully

identify requesting agency.
< Block 1. JOB REQUESTED. Indicate by
checking appropriate box whether the request is to
be special (one-time) or of a recurring nature.

Block S. TITLE OF JOB. Enter suggested
title descriptive of the contents of the completed
work.

Block S. PERSONNEL OR UNITS CON-
CERNED. Check appropriate blocks as to identity
of personnel (officer, warrant officer or enlisted)
on which request is made, the status, suspense data,
or other data such as branch of service, date of
rank, etc. Under "Unit" check appropriate box as
to units for which request is made; if only a limited
number of companies or battalions is desired,
designate selected ones.

Block 4. ADDITIONAL QUALIFYING
DATA. Specify limitations regarding information
to be included in the completed work such as grade,
MOS (primary, duty or secondary), type of suspense
data, ETS, branch of service, organizations, or
other qualifying data. Limits as to units involved
should also be specified.

Block 6. SPECIFICATIONS.
a. SERVICE REQUESTED. Check ap-

propriate box indicating format for the service re-
quested. (Summarized information is considered a
statistical report.) Under COPIES, enter number
desired. Under SEQUENCE specify whether
alphabetically, or by grade, by unit; or alphabeti-
cally within grade (or MOS, etc.) by unit, etc.

AGO 8383A

b. FREQUENCY. Check box indicating
frequency of the service required.

c. DATA. Specify data to be printed on
completed job such as unit designation; columnar
headings; individual names, MOS, service numbers,
grades, or suspense actions; authorizations; sub-
totals; totals; etc.

d. EFFECTIVE DATE. Status of infor-
mation will be current as of 2400 hours on the effec-
tive date specified. To facilitate preparation of
reports by the Machine Processing Unit, effective
date normally should be the last day of the month.

e. DUE DATE. Enter the date on which
completed job is to be received by the using agency.
As a general guide, a minimum of 72 hours must be
allowed from the time of receipt of the work request
in the Machine Processing Unit until return of the
completed job.

Block 6. DISTRIBUTION BY MPU. Under
DESCRIPTION OF ITEM, enter title of report
or, if service includes several parts or listings and
punched cards enter each part, listing or set of
punched cards. Under COPIES indicate number
of copies to be distributed to each recipient. To
whom or to what office each copy of the service is
to be distributed will be indicated under RE-
CIPIENT Indicate under METHOD how service
is to be distributed—normal messenger channels,
special courier, telephone, etc.

DESCRIPTION OF USE. Self-explanatory.
REMARKS. Enter any remarks deemed ap-

propriate such as reference to telephone calls,
authority, clarifying information not shown else-
where, etc.

TYPED NAME AND TITLE OF RE-
QUESTING PERSONNEL and SIGNATURE
OF REQUESTING PERSONNEL. Self-ex-
planatory.

2. Use of form. On receipt of the completed
Punch Card Machine Work Request, the Chief of
the Personnel Service Division will determine the
action to be taken and return the duplicate copy
to the initiator. Use of this work request is not
intended to limit request for punched card service
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but is to serve as a guide for using agencies to insure and distribution. Use of this form does not preclude
they obtain needed information in the desired verbal requests for machine services when the
format The Punch Card Machine Work Request urgency of the request may demand immediate
will provide also the necessary controls and infor- action. Telephone requests for items of data on an
mation to establish machine procedures, scheduling, individual may be made at any time.
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APPENDIX 6-V
PERSONNEL SUSPENSE ROSTER
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CHAPTER 8
DOCUMENT ROUTING

8-1. General, a. To insure that the division
personnel support system operates effectively and
efficiently, Part II contains standing operating
procedures to be followed in the processing of per-
sonnel matters. Not all actions or documents that
may occur or originate in a unit are covered by
specific procedures. Only those most common
have been standardized. These procedures are
broken down into specific actions to be taken at
various levels of command by the company clerk
and the battalion or brigade personnel staff non-
commissioned officer. The numbering sequence
used in these procedures is a series of three num-
bers, each separated by a dash and representing
definite items.

(1) The first number represents both the chap-
ter where the procedure is to be found,
and the specific level of command repre-
sented, i.e., 9 is Brigade, 10 is Battalion
and 11 is Company.

(2) The second number enables the procedures
to be subdivided into functional areas as
follows:
Cod* digit Functional

1 Personnel Management
2 Personnel Actions and Personal Affaire
3 Military Pay
4 Records
5 General Administration

(3) The third number is the specific procedure
to be followed, e.g., Procedure 9-1-1 is the
first procedure under Personnel Manage-
ment at Brigade level, and Procedure
11-4-3 is the third procedure under Rec-
ords at Company level.

Procedures established for higher level organiza-
tions, i.e., brigades or battalions, are based on docu-
ment routing channels in appendix 8-1. If a docu-
ment is to bypass a headquarters, no procedure for
processing that document at that level was written.

b. No specific procedure has been written cover-
ing requests from unit commanders for personnel
records from the Personnel Service Division. These
requests will be handled by either a telephone or

AGO 8383A

written request from the commander concerned or
his representative to the appropriate records clerk
in the composite team. An informal control method
to account for these records will be devised between
the records team leader and the personnel staff non-
commissioned officer serving the unit.

8-2. Document routing channels, a. Under the
concept of a consolidated personnel section, with
all personnel records maintained at a central loca-
tion and the elimination of unit personnel sections
at lower levels, it became necessary to review the
existing channels through which documents flow
for action. As a result of this review and consider-
ing the location of personnel records, it is apparent
that routing channels for documents must be speci-
fied to insure that the concept works efficiently and
speedily. In developing document routing chan-
nels, the following factors were considered:

(1) Removal of personnel records to a higher
headquarters means they are no longer
available at lower headquarters to check
documents.

(2) Lack of personnel to handle routine cleri-
cal operations.

(3) Whether the unit actually needs to act on
the document or whether it is merely a
source of "nice to know" information.

(4) Removal of the personnel records to a
higher headquarters automatically with-
draws approval authority for certain
actions.

(5) Whether the document or action affects
combat efficiency of the unit or is merely
routine administration.

(6) Requirements of existing Army directives.
(7) Brigade, Division Artillery and Support

Command are primarily tactical units, not
administrative.

6. Based on the considerations in a above, three
general channels have been developed for the rout-
ing of documents:

(1) Direct from companies to the Personnel
Service Division.

(2) From companies through battalions to the
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Personnel Service Division, bypassing
major subordinate commands.

(3) From companies through battalions and
major subordinate commands to the Per-
sonnel Service Division.

c. Appendix 8-1 prescribes routing channels for
most documents initiated at company level. If a
document or action originates that is not listed in
the appendix, the appendix may be used as a guide
to the general flow pattern of documents through
channels, and the new document fitted into the
routing channel as seems appropriate. The under-
lying principle on which routing channels are based
is that each commander must be allowed the
prerogative of influencing personnel actions which
potentially or actually bear on the combat effect-
iveness of his command. Routing channels could
not be specified for certain types of documents, there-
fore, routings for these documents are explained by
a legend extending across the last three columns.*

(1) On the Document Routing Channels
Chart (app. 8-1), the first column lists the
documents alphabetically by functional
group.

(2) The next column is headed Co—PSD.
An "X" in this column means the docu-
ment is sent from company direct to the
Personnel Service Division.

(3) The third column is headed Co—Bn—
PSD. An "X" in this column means the
document is sent from the company to

* The document routing channels are those _uggested for garrison or
peacetime operation. Under combat condition* where attachments to
brigades will change rapidly there will have to be modifications made to
the routings. It ia recommended that under combat condition* divioioneJ
brigade*, except for Division Artillery and Support Command, be remored
from the administrative chain completely, except for their headquarter*
companies. Thus under theae conditions, the document routing chMinJ^,
appendix 8-1, will be changed to eliminate the last column completely,
all X'e in that column to be transferred to the next column headed {Co—
Bn—PSD). There will then be only two channel- for the maneuver unit*,
direct from company to PSD or from company to battalion to PSD. Divi-
sion Artillery and Support Command will continue to operate as usual.

battalion and then to the Personnel Serv-
ice Division.

(4) The last column is headed Co—Bn—Brig
—PSD. An "X" in this column means the
document is sent from company to battal-
ion, to brigade, to the Personnel Service
Division.

(5) Whenever the word "Info" is used in a
column following an "X" in a previous
column, it means the document is sent
direct to the unit specified by the "X"
but an information copy of the basic docu-
ment is sent to the headquarters, speci-
fied by the word "Info."

d. Separate divisional battalions will forward all
documents they receive or initiate, which require
higher headquarters approval, direct to the Per-
sonnel Service Division regardless of routing chan-
nels. Those explained by a legend will follow that
route prior to going to the Personnel Service Divi-
sion.

c. Separate nondivisional brigades may use ap-
pendix 8-1 by eliminating the last column (Co—
Bn—Brig—PSD) completely, all X's in that column
to be transferred to the preceding column to read
"Co—Brig." Documents or actions which require
approval authority not delegated to the separate
brigade will be forwarded to the brigade's next
higher headquarters for necessary action.

/. The procedure in e above would also apply to
a divisional brigade with its attached battalions,
being supported by a second echelon support team,
while detached from the division for separate
operations.

g. If a divisional battalion is detached for sepa-
rate operations and is being supported by a second
echelon support team, all documents will go from
company to battalion. The battalion will forward
those requiring approval to the next higher head-
quarters.

r
1C
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APPENDIX 8-1

DOCUMENT ROUTING CHANNELS

Subject of document
Co

PSD

Co
bn

PSD

Co
bn

brig
PSD

(Unit normally approves without refer-

c.
d.
e.
f.
g-
h.

1. Absence (leave or pass),
ral except:
a. Excess leave.....̂ ...................................
b. All officers and headquarters staff N C O ' s . _ . _ _ . . _ _ _ _ _ _ _ _ .
c. Countries outside CONUS..........^..................

2. Appointment or reduction of EM:
a. Permanent appointment of EM_. - - - - - - - - - - - - - - - - - - -~ - .
b. Reduction of EM_..................................
c. Temporary appointment of EM..^..^..................

3. Assignment, reassignment:
a. Compassionate reassignment- .__---_-- . ._-------------- .
b. Cuitailment or extension of foreign service tour...-_..-_.

Deferment from oversea l e v y _ _ - - . - _ , - _ - - _ - - - - - _ - - - _ - - .
Exchange a s s ignmen t . _____ . . . . ___ . , . _ . _ .__ , - . . . . . _ . _ .
Intradivisional reassignment-.,.......--^.-,...........
Permissive assignment................................
Special assignments (MAAG, ROTC, etc.)- — - - - - - - - - - - -
Volunteer for foreign service. -___---- . - - - - - - - - - - - - - - - - .

4. Awards and decorations:
a. Awards and decorations other than Good Conduct Medal,
b. Good Conduct Medal.......... ....,........---..--.-

5. Classification actions:
a. Army Language Tes t ing^ . . - . „_ ._-_- - -_- - -___- - - - . - - - -

On-the-job t r a in ing ._ - - - - - - , ____- -_ - - . - - - - - , - - - - - - - - -
Pro-pay, granting or withdrawal, —----- - - - - - - - - - - - - - -
Reclassification-. _ - - - - - - . - - . , _ _ _ - _ - - - - - - - _ _ _ - - - - - - - - - -
Retest in Army Classification Battery—--__-_-_..-.--.

ft. Deaths:
a. Casualty reports-..............,...-.......:........-
b. Letters to next of k i n _ _ _ _ _ _ _ _ _ , _ _ _ . - - _ - _ _ - - - - - - _ - - - . _

7. Discharge, elimination or separation:
a. Dependency d i s c h a r g e . _ _ _ _ _ _ _ - - - . - . - - - _ - _ _ - - - - - - - - - -

Early s epa ra t i on . . - - - -_________- - - - - - - - - - -_ - - - - - - - - - -
Elimination of h o m o s e x u a l _ _ . _ _ _ _ _ - - - _ - _ - - . - - _ _ _ _ _ - _
Elimination of unfit and unsuitable.--.-_._-_----...-..
Hardship discharge..................................
Home of record, separation.--------------------------
Retirement (EM only)...............................

h. Territorial separation_.--_„._,_._ _ - - - _ ; - _ - - - _ - - _ - - -
8. Enlistment, reenlistment:

a. Bar from reenlistment._-_.----___------------.------.
b. Discharge and reenlistment,---_,,-.-----------------.
c. Extension of enl is tment . ._-- - - , - - -_--- - - - - - - - - - - - - - ,_
d. Waiver for reenlistment_-.-_,.,_.----------..-----..-

9. Officer actions:
a. Appointment RA officer and warrant officer—-..-___....
b. Appointment USAR officer and warrant o f f i ce r - - -__- ,___
c. Branch transfer.--..------.--,--------..-.----- —— .
d. Category declination or renewal,------------------- —.

Elimination of substandard officer...-- -......._-_..-..
Relief from active du ty__ . .___-_ -_ - - - - — ..... —...
Res igna t ion . . -_ - - -__-_-_- -___ , - - - - - - - - - - - - - -—._-_ ._
Retirement.- ._._-__-- .--_. ._,___------- .--- .--- ._._

X
As required by local policy.

X

Unit to appointing authority.
Unit to appointing authority.
Unit to appointing authority.

X
X

Info
X
X
X
X

As required by pertinent regulation.
X Info

b.
c.
d.
e.

X

X
X
X

X

X

b.
c.
d.
e.
f.
g-

X
X
X

e.
f.
g-
h.
i. Temporary promotion of officer and warrant officer.

Info
Info
X

X
Info

X
X
X
X
X

Info

X
X
X

X

Info

X

X
X
X
X
X
X
X
X
X
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DOCUMENT ROUTING CHANNELS—Continued

Subject of document

10. Pay actions:
a, Advancepay ___ _ - _ _ —— _ _ _ _ _ -.--.._ _ - - - _ - _ - - _ . _ .__

c. Allotment of pay. _ - _ ---.-.-.__...__.... . .___ — .......
d. Partial pay__-_ - _ _ _ _ _ _ . . . . —— _ _ . . . - _ _ _ . . _ _ _ _ — .....
e. Pro-rate indebtedness to Government:

(1) Under $100., -.--.... ....... ._..___.___......._..-..
(2) Over $100------ ......-.....__.--_..__.__.....,_

f. Separate rations, start or terminate _ - _ _ - - _ _ _ _ ——— _ _ _ . _ . .
g. Soldiers deposit withdrawal.... ----.-__....._ _ ..._.....-

11. Reports:
a. AWOL, inventory of personal property _ ..__... — ...... ..
b. AWOL reports..--.--.. - -------------- _ .-. __ _-----..
c. Commanders Evaluation Report ___ ...._._.-........._..

e. Enlisted Efficiency Rating................ —— — .... —— .
f. Morning Report. — --------------------------------------

h. Personnel Daily Summary.------------. - _ _ _ _ - - . ——— _ - . _ _
i. USAR Officer Efficiency Report----------------- _ . _ _ _ - - -

12. School or special training :

c. Officer Candidate School application.. — — —— ——— ..-.-_

f. Special Forces training- -....-.-_.......---...--.-...-----
13. Special actions:

b. Change of name, service number, date of birth...... _ .....
c. Dependents ID cards... -.....-..-..... _ . — ___ ......
d. Dependents travel...------. -------- — --._ — ...........
e. Eligibility for mortgage insurance __ ... _ ......... — ...
f. Extract Record of Military Convictions.. ——— .. — ........
g. ID cards.. _. , .--------------------- — .... ———— ......
h. ID t ags____-_ - - - - - - - - - - - - - - - - . -------------- ----------

j. Medical/dental records — ---------- — ——— .. ——— .......

1. Orders, issuance of ——— ------------ ——— -_-..-..--_......
m. Request for information.----------.-. .-.--... — ---------

o. Security clearance-. —— . -___ . . _ ._ . . . _ . — ——— ......---_
p. Social security number, new or change. _ _ - _ . _ - . ———— ... ...
q. Suspension of favorable personnel actions — . —— ——— ......

Co
PSD

X
X
X
X

X

X
X

X
X
Rater to

X
X

As required by r

As required by r
X

X
Indorse by imn

X

X .

Headquarters w
X
X
X
X
X
X
X

Asr
X
X

X
X

X
X

Co
bu

PSD

Info
ndorser to unit CX

Info

X
ater, indorser and

ater, indorser and i

ediate and next hi

X

th Army Emergenc

equired by local po

X

X

Info

Co
bn

brig
PSD

X

Info
to PSD.

Info

Info
•eview channels.

X
eview channels.

;her command.
X

y Relief Officer.

icy.

Info
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PART TWO. PROCEDURES

CHAPTER 9
PROCEDURES AT BRIGADE LEVEL

Section I. GENERAL

9-1. General. The operating procedures detailed in this chapter will be fol-
lowed by personnel staff noncommissioned officers of brigade-size units to stand-
ardize and simplify procedures for implementing the division personnel support
system The procedures do not cover every conceivable type of personnel action,
reports, etc., that could be initiated at company level and channeled through
brigade headquarters. Rather, they represent the most common actions which
will be routed through brigade headquarters.

9-2. Actions initiated at brigade level. The procedures to follow for actions
initiated by brigade headquarters and headquarters companies (and required to
be routed to the next higher headquarters) will be found in chapter 10. In those
cases the brigade personnel staff NCO functions in relation to the headquarters
and headquarters company exactly as the battalion personnel staff NCO functions
in relation to the companies of the battalion.

9-3. Exceptions. If a request for some type of action is received that is not
covered by a written procedure, the personnel staff NCO will check the applicable
regulation (s). In case the meaning or the procedure to be followed is not clear, he
will contact the Personnel Service Division for advice or guidance.
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Section II. PERSONNEL MANAGEMENT PROCEDURES
Procedure 9-1-1

. *# . u'

AUS AND USAR PROMOTION TO FIRST-LIEUTENANT AND CHIEF
WARRANT OFFICER <W2)

1. Reference.
a. AR 135-155.
6. AR 135-158.
c. AR 624-115.
rf. AR 624-155.

2. Forms.
a. DA Form 78 (Recommendation for Promo-

tion of Officer).
b. DA Form 2446-R (Request for Orders).

This form will be reproduced locally on 8- by
10^-inch paper.

c. DA Form 1049 (Personnel Action).
3. General, a. The brigade commander may be

delegated authority to promote from second
lieutenant to first lieutenant.

b. The authority to approve the promotion of
warrant officer (Wl) to chief warrant officer (W2)
is delegated to the brigade commander.

c. The PSD will automatically furnish a partially
completed DA Form 78 (Recommendation for Pro-
motion of Officer) to the appropriate commander
prior to the time the officer or warrant officer is
eligible for promotion.

4. Procedure, a. Except for officers assigned to
the brigade headquarters, the recommendation for
promotion will be received with indorsements by the
unit commander and the appropriate battalion
commander. The recommendation for individuals
assigned to brigade headquarters will be received
direct from the PSD.

(1) Check the SI file to insure that no flagging
action under AR 600-31 is in effect on the

individual. A recommendation will not
be submitted while any investigation
under AR 600-31 is in progress.

(2) Verify individual's promotion eligibility,
using data in the recommendation.

(3) Submit the recommendation through the
Si, to the brigade commander in accord-
ance with staff procedure.

6. When the brigade commander has promotion
authority, the approved recommendation will be
forwarded to the PSD for publication of the pro-
motion orders.

(1) Prepare a request for orders which will be
an inclosure to the approving indorsement
(fig. 9-1-1.1) (temporary promotion only).

(2) Prepare the appropriate indorsement ap-
proving or disapproving the recommenda-
tion. The indorsement must state that no
investigation under AR 600-31 is in
progress.

(3) Dispatch the correspondence to the PSD
after approval and signature in accordance
with normal staff procedures,

c. When the brigade commander does not have
promotion authority he will make a recommenda-
tion and forward the DA Form 78 as shown in
b(2) and (3) above for action by the division com-
mander.

d. When the brigade commander recommends
disapproval of the promotion, the indorsement will
indicate specific reasons for disapproval and will be
forwarded to PSD for further action as required by
AR 624-155.
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REQUEST FOR ORDERS Tr^£r*19fil(ARSIO-IO) J- December lyol
T CO, 99th Inr Div, Ft Miller, Utah POOH.
0 ATTNi AO-PSD CO, 21st Inf Brigade

PARTI
NAMB OF FORMAT (P»t9* tS thai ait, AK 310-10) TC NUMBER

TfflFORAM PRCMOTION OP COMMISSION...! OFFICER 301
PART II

STANDARD NAMK LINK f-WZJ (!>•«•. 3lf -ml Pig 9, AR SW- 10)

LINDEN, THOI'AS W 019230U? INF Co B 1st Bn 21st Inf Brigade Ft Miller Utah

PART III • USE SELECTED FORMAT AS MODEL
L K A D LINKfL-J

(trade (fr-to)t
DORi
AUS FGDi

VARIABLE NUPOMSBf

2MD Lt to 1ST Lt
5> December 1961
£> December 1961

BtQO__TBB'» NAMgfr-P*.*./ Prtn*»d5 . t S N A T U R E o
JOHN R. RKDIHQ ^— . y /? ,& /&J&* c-jnc*; ft /G-r/— )

HA .""•_. 7A_4fi-B „,,_«, O*,O.M _«---.. «P...-.H,CK,.OB*,UST.,

9-1-1.1

AGO 8383 A 9-3

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil



AR 600-17

Procedure 9-1-2

STRENGTH REPORTS

1. References. None.
2. Forms.

a. Suggested format (ch. 10, fig. 10-1-5.1)
b. DA Form 2749-R (Punch Card Machine

Work Request).
3. General, a. The brigade personnel staff NCO

maintains current personnel statistical data on the
major elements of the brigade. This is the principle
source of current personnel strength data for use by
the brigade staff. Suggested format for maintain-
ing this data is shown in chapter 10.

b. If the brigade desires a consolidated brigade
Personnel Inventory Report, the brigade personnel
staff NCO will prepare a PCM Work Request to
obtain the report from the PSD Machine Processing
Unit. A sample of Punch Card Machine Work
Request (DA Form 2749-R) is shown in figure
9-1-2.1.

c. Each battalion personnel staff NCO will
furnish the brigade personnel staff NCO all com-
pany morning reports. These reports provide
source of data to adjust brigade strength charts
maintained in the Si section. This will also provide
the brigade with detailed strength data on each

organic unit and allow preparation of any required
planning data without recourse to subordinate units

4. Procedure, a. Upon receipt of the unit morn-
ing reports from each battalion—

(1) Transcribe the data from the morning
report to the strength chart.

(2) If required, furnish the unit morning
reports to the brigade Si for his informa-
tion.

(3) Prepare periodic extracts of the strength
chart for the brigade staff as required by
the SI.

(4) Hand carry the morning reports to the
PSD.

. 6, The monthly Personnel Inventory Report
indicates the total personnel authorized and as-
signed by MOS, and projected gains and losses for
30, 60, and 90 days. Upon receipt of the Personnel
Inventory Report—

(1) Examine the projections in each MOS to
evaluate the possibilities of future MOS
shortages within the battalions.

(2) Furnish the Personnel Inventory Report
to the SI for his information.
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DESCRIPTION OP U_E (Include a tjrial atatamant ol what the report will be u*~d (or.)

To apprise the Brigade Commander of his personnel situation.

1. Prepare e tabulation for officer and enlisted personnel assigned to units of
this command by P!-!OS (U digits).

2. Within each DHOS separate lines for authorized and assigned strength,

3. The assigned strength is further broken down by: (a separate line)

a. Pro/pay/yes - PMOS-DMOS Same
b. Pro/Pay/No - PKOS-DHOS Same
c. Pro/Pay/Mo - HIOS-DMOS Different
d. Pro/Pay/Mo - BIOS-DMC& Different

_u The assigned strength will be followed by separate lines for projected gains
and projected losses for each of the three months following the effective date of the
report•

5. Each line will indicate DUOS, Line title, grade spread, (totals by grade and
aggregate) Line titles are as follows:

HKXS DHOS
xxxx

XX3OC XXXX.
xxxx xxxx

xxxx
xxxx

xxxx
xxxx

xxxx
xxxx

xxxx
xxxx

AUTH
ASGD
ASGD
ASGD
ASGD

GAINS
LOSSES

GAINS
LOSSES

GAINS
LOSSES

P/P-IES FMOE-DKX SAME
P/P-NO FMQS-BMOS SAME
F/P-J.ES H-IQS-DMOS DIFF
P/P-'iES PMOS-DKOS DIFF

GflADE
..XX

XX XX XX
XX

XX
XX

1st
1st

2nd
2nd

3rd
3rd

MONTH
MONTH

MONTH
MONTH

MO.JTH
MONTH

xx

XX

XX

XX

(See Attached Copy)

JOHN T. UNDE-UOOD
Sgt
Personnel Staff NCO

Or REOUKITINO PCM.ONNEL.

NOTES

1. Separate Work Requests are required for each job or
parts thereof containing separate specifications.

2. Identified samples of completed job ot report format
may be submitted if deemed necessary.

3. The Personnel Service Division will return one copy
of the Work Request as acknowledgment indicating action

to be taken and any changes due to technical necessity.

4. "Due Date" is date completed work is due in the
hands of the requesting agency. Consideration must be
given to the volume of job and prior requirements placed
on the Machine Processing Unit. Normally 72 hours will
be the minimum time in which a punched card report
can be prepared.

Figure 9-1-9.1—Continued.
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Continuation of PCK Work Request (Remarks)

6. Indicate the net difference between authorized and
assigned totals by grade.

7. Indicate the net difference between projected gains and
projected losses for each period by grade.

Figure 9-1-S.l—Continued.
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Section m. PERSONNEL ACTIONS AND PERSONAL AFFAIRS PROCEDURES

Procedure 9-2-1
OFFICER EFFICIENCY REPORTS

1. References.
a. AR 623-105.
6. AR 140-143.

2. Forms.
o. DA Form 67-5 (U.S. Army Officer Efficiency

Report).
6. Suggested format (ch. 10, fig. 10-2-2.1).

3. General, a. Major subordinate commands of
the division should have published directives
establishing rater/indorser/reviewer relationships
for officer efficiency reports by TOE position titles.

6. U.S. Army Officer Efficiency Reports (DA
Form 67-5) will be received from either the PSD
or the attached battalion in a sealed envelope
attached to a letter of instructions. The brigade
personnel staff NCO will provide necessary controls
over the report to insure that it is completed by the
appropriate officers within the time allotted by the
PSD.

c. The counseling of officers required by AR
623-105 is a specific responsibility of the individ-
ual's rating officer. The personnel staff NCO,

according to command policies, may be required to
prepare periodic notices for the brigade staff that
such counseling is required.

4. Procedure, a. When an efficiency report is
received from the PSD or attached battalion for
completion—

(1) Verify the accuracy of the indicated rater,
indorser, and reviewer, based on the as-
signment of the rated officer and the desig-
nated rater/indorser/reviewer relation-
ships in the brigade.

(2) Complete the appropriate entries on the
control sheet and dispatch the report to
the appropriate officer. ' See figure
10-2-2.1 for a sample control sheet.

b. Completed reports or reports requiring indorse-
ment or review by an officer at division head-
quarters will be transmitted in a sealed envelope to
the PSD.

c. Contact the personnel staff NCO at the next
subordinate echelon whenever it is necessary to
clarify a rater/indorser relationship on an efficiency
report prepared at that echelon.
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Procedure 9-2-2
REPORT FOR SUSPENSION OF FAVORABLE PERSONNEL ACTION

1. Reference. AR 600-31.
2. Form. DA Form 268 (Report for Suspension

of Favorable Personnel Actions).
3. General, a. The establishment of flagging

action on security cases under paragraph 3a,
AR 600-31, will be effected only by division head-
quarters.

b. Flagging action on nonsecurity cases involving
officers or warrant officers on active duty, or reserve
officers and warrant officers on active duty as
enlisted men, will be accomplished by the PSD.
Where actions of the nature outlined in paragraph
36 and c, AR 600-31 have occurred, a report will
be made to the GCM authority by the commander
having cognizance of the circumstances. Flagging
actions will be initiated by GCM authority, if
appropriate, based on the report of the cognizant
commander.

c. Flagging action on enlisted personnel, other
than those holding reserve commissions or warrant
officer appointments, normally will be initated by
the soldier's unit commander. However, any
agency conducting an investigation may initiate
flagging action.

d. The brigade personnel staff NCO will handle
the administrative processing incident to a Report
of Suspension of Favorable Personnel Actions re-
ceived in brigade headquarters.

(1) The Si and the commander should be kept
informed of the status of each flagging
action within the command under para-
graph 3o, AR 600-31.

(2) A suspense file should be maintained to
insure the submission of interim reports on
the schedule required by AR 600-31.

(3) DA Form 268 must be verified to insure
the appropriateness of the flagging action.

4. Procedure, a. Upon receipt of an informa-
tion copy of DA Form 268, determine the reason
for flagging action and the headquarters controlling
the action.

(1) Cases controlled by the division com-
mander or other agencies outside the
brigade—

(a) Contact the battalion personnel staff

NCO concerned to insure he has re-
ceived notice of flagging action.

(b) Determine the nature and status of the
situation requiring establishment of
flagging action.

(c) Furnish DA Form 268 to the Si and
give him a verbal briefing on the situa-
tion.

(d) File the DA Form 268 in a special
folder established for this purpose in the
SI files. Remove initial or interim re-
ports from the file only when final ac-
tion has been taken and flagging action
removed. This file should at all times
indicate the flagging actions currently
in effect within the brigade.

(2) Cases controlled by units within the
brigade—

(o) Verify completeness of the DA Form
268 and appropriateness of the flagging
action under command directives.

(6) Advise the Si of unusual cases or cases
deserving immediate command atten-
tion under local policy.

(c) File brigade copy of the DA Form 268
in the SI file established for this pur-
pose (a(l)(d) above).

(d) Place an informal note in the Si sus-
pense file indicating due date of next
interim report.

b. Interim reports should be submitted by the
commander controlling the flagging action in ac-
cordance with the schedule in AR 600-31. When
an interim report is due as evidenced by the in-
formal memorandum in the suspense file the per-
sonnel staff NCO will—

(1) Check the SI file to determine if flagging
action is still current and .if an interim
report has been received.

(2) If the flagging action is still in effect and
no interim report has been received, the
controlling commander should be con-
tacted to determine status of the case.

(3) An interim or final report must be sub-
mitted by the commander controlling
flagging action in accordance with AR
600-31.
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Section IV. GENERAL ADMINISTRATION

Procedure 9-5-1
REQUEST FOR SPECIAL ORDERS

1. Reference. AR310-10.
2. Form. DA Form 2446-R (Request for

Orders).
3. General, a. The brigade commander may

publish those routine, combat, and courts-martial
orders normally issued by a brigade except for—

(1) Special orders.
(2) Letter orders,

b. Special orders for the division are issued only
at the PSD. Organizations requiring special orders
will request such orders from the PSD and will
furnish the essential elements of the order, i.e.,
standard name line, lead lines, and responses ap-
propriate to the type of order required (Procedure
10-5-1).

c. The majority of special orders required to ac-
complish a specific personnel action will be issued

automatically by the PSD upon approval of the
action. When an organization below division head-
quarters has approving authority for an action
requiring special orders, the orders must be speci-
fically requested. The PSD will establish a schedule
for the submission of requests for special orders.

d. Normally, special orders effecting intrabrigade
reassignments directed by the brigade commander
will not be requested with an effective date earlier
than 2 days subsequent to date of approval. Re-
quests for orders with an earlier effective date will
be coordinated with the Chief, Personnel Manage-
ment Branch in the PSD.

4. Procedure. The procedure governing a re-
quest for orders for the brigade personnel staff NCO
is the same as for the battalion personnel staff NCO
(ch, 10, Procedure 10-5-1).
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CHAPTER 10

PROCEDURES AT BATTALION LEVEL

Section I. GENERAL

10-1. General. Operating procedures detailed in this chapter will be
followed by personnel staff noncommissioned officers of battalion sized
units in order to standardize and simplify procedures for implementing
the division personnel support system. The procedures contained herein
do not cover all personnel actions initiated at company level and channeled
through battalion headquarters; only the most common of these are
discussed.

10-2. Exceptions, a. If a request for some type of action is received
that is not covered by a written procedure, the personnel staff non-
commissioned officer will refer to the applicable regulation (s). If the
meaning or the procedure to be followed is not clear, he will contact the
Personnel Service Division for advice and guidance.

6. If the routing of a document is not listed on the document routing
channels chart (app. 8-1) the personnel staff noncommissioned officer will
contact the personnel staff noncommissioned officer at his next higher
headquarters for advice and assistance.

10-3. Separate battalions. Separate battalions will in both cases deal
direct with the Personnel Service Division.
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C 1, AR 600-17

Section II. PERSONNEL MANAGEMENT

Procedure 10-1-1

ENLISTED APPOINTMENTS

1. Reference. AR 624-200.
2. Form. Quota Letters for Temporary Ap-

pointment.
. General, a. Allocations for the tempo-

rary appointment of enlisted personnel will be
made by the PSD to the battalion. The method
of selecting the soldiers to fill these allocations
is determined by the appointing authority, with
the exceptions of appointments to grades E-8
and E-9. Individuals recommended for ap-
pointments to these grades must appear before
an Appointment Board (see Procedure 3-28,
AR 600-16). The appointing authority may
allocate the appointment to the units of his
command or require appointments to be made
from all eligibles within the battalion. The
actual selections from the eligible soldiers who
were recommended may be accomplished with
or without a selection board for grades E-4
through E-7. The purpose of a board is to
assist the commander in selecting the best quali-
fied individuals to be appointed from within the
battalion. Only soldiers meeting the DA ap-
pointment criteria in AR 624-200 and the ap-
pointment quota letter are to be recommended
to the board. The criteria to be used by the
board in selecting soldiers for appointments are
determined by local command policy. Only
personnel recommended for appointment to
grades E-8 or E-9 must appear before a selec-
tion board. This may be at battalion or higher
level depending on division policy.

b. Permanent appointments are based solely
on time in grade. When a soldier has sufficient
time in grade, that grade will automatically
become permanent. The necessary warrants
for NCO's will be issued by the PSD. (Auto-
matic permanent appointments above the grade
of E-3 apply only to Regular Army personnel.)

4. Procedures., a. The battalion command-
er will determine the method of distribution
of appointment allocations.

6. When allocations are to be made to each
unit the personnel staff NCO —

10-2

(1) Prepares a letter (fig. 10-1-1.1) to
each unit commander listing his ap-
pointment allocation for the month
and MOS to which appointments can-
not be made.

(2) Furnishes the list of eligible and in-
eligible individuals received from the
PSD to the units concerned.

(3) Requires submission of the recom-
mendations for appointments to the
battalion SI section, and establishes
the latest date they will be accepted.

c. Upon receipt of the recommendations from
the units—

(1) Forwards the recommendations for
grade E-4 to the PSD for verification
of eligibility.

Note. Upon receipt of the recommenda-
tions from the PSD, returns them to the
units for publication of appointment orders.

(2) Retains all recommendations for
grade E-5 and above (with the ex-
ception of E-8 and E-9 recommenda-
tions) until soldiers to be appointed
have been selected by the battalion
commander.

(3) Forward the recommendation for ap-
pointment to grades E-8 and E-9 to
the PSD, after they have been ap-
proved by the battalion commander.

Note. Local policy may require that ap-
pointments to grades E-8 and E-9 be ac-
complished at division level.

(4) Advise eligible individuals prior to
their selection or recommendation for
appointments to grades E-7 through
E-9 of the provisions of AR 624-200
which requires soldiers to serve an
additional 2 years active duty on ap-
pointment to such grades prior to
being eligible for retirement, unless
at the time of appointment they are
eligible to retire in the same or higher
pay grade or fall within the scope of
the exceptions listed in AR 635-230.
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(5) Forwards the names of those elected
for appointment by the battalion com-
mander to the senior management spe-
cialist of the appropriate composite
team for verification of eligibility and
initiation of request for orders.

d. The following procedures apply when se-
lection of soldiers to be appointed is made by a
battalion selection board:

(1) Requests recommendations from the
unit commanders (may be made in-
formally by telephone or by letter).

^(2) Follows the same procedure as out-
lined in c(3) above.

(3) Informs the president of the board of
the suspense date established for rec-
ommendations to be submitted to bat-
talion headquarters.

C 1, AR 600-17

(4) Determines what additional informa-
tion concerning the soldiers being rec-
ommended may be required by the
board. Obtains this additional in-
formation so it will be available on
the date the board is scheduled to
convene.

(5) Furnishes the president of the board
with the recommendations and any
additional data required by local poli-
cies for the board's consideration.

(6) Notifies the appropriate first sergeant
of date, time, place, and uniform for
the board meeting.

(7) Selections of the board must be ap-
proved by the battalion commander in
accordance with unit procedure.

(8) Follows procedure outlined in c(5)
above.
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C 1, AR 600-17
HEADQUARTERS

1ST BATTALION, 19TH INFANTRY
FORT MILLER, UTAH

S-18 Feb 1964

25 Jan 1964

SUBJECT: Quota for Temporary Appointments to Pay Grades E-4 through E-9

TO: Commanding Officer
Co B, 1st Bn, 19th Inf
Fort Miller, Utah

1. Reference: AR 624-200.

2. Authority is granted for you to effect temporary appointments during
the month of Feb 64 to the grades indicated. Appointments against this quota
will be accomplished only when personnel meet the criteria set forth in reference
cited in paragraph 1 above. Return the names of the selected soldiers to be
appointed to this headquarters prior to the publication of orders.

E-4
3

3. Authority has been granted to this headquarters to effect temporary
appointments during the month of Feb 64 to the grades indicated below with
the exceptions of grades E8 and E9. Individuals names eligible for appoint-
ment to these grades are. attached. Recommendations for these individuals
should reach this headquarters NLT S Feb 64. Appointments against the
quota listed below will be accomplished only when personnel meet the criteria
set forth In reference cited in paragraph 1 above. Recommendations for
appointment to grades E-5 through E-7 will be in this headquarters NLT 18 Feb
1964.

E-9 E-8 E-7 E-6 E-5
2 2 1 3 2

ifFigure 10-1-U.
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C 1, AR 600-17

SUBJECT: Quota for Temporary Appointments to Pay Grades E-4 through E-9

4. Appointments to the following grades in the listed MOSs will not
be made:

E-9 (Only eligible personnel listed on attached roster)
E-8 (Same applies for this grade)
E-7 !(Same applies for this grade)
E-6 073, 074, 078, 122, 141, 151, 177, 178.
E-5 464, 645, 511, 518, 524, 525, 542.

FOR THE COMMANDER:

* 1 Incl
Roster of eligible pers PAUL L. LINDQUIST

Capt, Inf
Adjutant

*No Sample Provided

10-1-1 J—Continued.
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Procedure 10-1-2
QUARTERLY SAMPLE SURVEY OF MILITARY PERSONNEL

1. References.
a. AR 600-45.
b. DA Pam 600-8.
2. Form. DA Form 1558-series (Sample Sur-

vey of Military Personnel).
3. General, a. The DA Form 1558-series sur-

vey forms required to be completed by certain
military personnel selected individually on the
basis of the last two digits of the service num-
ber. The survey is designed to provide De-
partment of the Army with data for planning-,
establishing personnel policies, and determin-
ing attitudes, opinions, and characteristics of
Army personnel.

6. The survey of enlisted personnel will be
administered at battalion level under the super-
vision of an officer detailed by the SI for this
purpose. Officers will be surveyed individually.
Instructions for the personnel who will control
the survey will be provided by the PSD.

c. The battalion personnel staff NCO is re-
sponsible for the following tasks:

(1) Coordination of administrative details
between the PSD and units concerned.

(2) Orientation of the officer supervisor
and enlisted monitors in all phases of
their duties.

(3) Arranging for a suitable building or
area to be used for the administration
of the survey.

4. Procedure, a. The personnel management
specialist at the PSD will notify the personnel
staff NCO of the names of the personnel to be
surveyed and the date and time the PSD repre-
sentative will be prepared for the survey. The
necessary forms for administration of the sur-
vey will be furnished by the PSD. Upon re-
ceipt of this information the personnel staff
NCO must make arrangements for the adminis-
tration of the survey to the designated enlisted
personnel.

(1) Arrange for the use of a suitable
building for the time and date the
survey is to be accomplished. The bat-
talion classroom or a mess hall may be
used.

(2) Notify the personnel management spe-
cialist at the PSD of the place at
which the survey will be administered.

(3) Furnish all first sergeants the names
AGO B798A

of the personnel to be surveyed and
the time, date, and place the survey is
to be administered.

(a) Obtain a list of the personnel who
will not be present for the survey,
and the reason for absence, from
the first sergeant of each unit.

(6) Furnish the personnel management
specialist at the PSD the names of
persons who are not available and
the reasons for their absences.

(4) Obtain from SI the name of the bat-
talion officer who has been designated
to supervise the survey. Advise this
officer that—

(o) He has been designated to super-
vise the survey, and give him the
time, date, and place of the survey.

(b) He may study AR 600-45 and DA
Form 1558-series to become familiar
with required actions and duties.

(c) He will have a sufficient number of
NCO (grade E-6 or over) monitors
to assist him in the administration
of the surevy ((5) (a) below).

(d) The PSD will furnish one personnel
management specialist and the 201
files of all individuals being sur-
veyed.

(e) The personnel management special-
ist will return all DA Form 1558-
series and 201 files to the PSD.

(5) Prorate the number of monitors
needed by the personnel management
specialist according to the ability of
the units in the battalion to furnish
NCO's.

(a) Request each unit commander to
furnish the number of NCO moni-
tors required.

(b) Request the monitors be made avail-
able to the personnel staff NCO to
receive an orientation prior to ad-
ministration of the survey.

(c) Orientation should include proce-
dures, administrative instructions,
and a discussion of each item on the
questionnaire.

b. Officers selected for the survey may be pro-
cessed on an individual basis. Normally only two

10-4.1
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AR 600-17

or three officers of the battalion will be required to insure each item has a response (if
complete a survey form. The personnel staff applicable).
NCO— (3) Dispatches the completed questionnaires

(1) Establishes a suspense date to insure in a sealed envelope direct to the PSD in
return of the questionnaire as required by accordance with instructions furnished
the PSD. by the personnel management team

(2) Checks the completed questionnaire to specialist.

A008383A 10-5
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Procedure 10-1-3
RECLASSIFICATION

1. References.
a. AR 40-501.
6. AR 196-11.
c. AR 601-275.
d. All 611-201.
e. AR 611-203.
/. AR 624-200.
2. Forms.
a. DA Form 1049 (Personnel Action).
b. DD Form 95 (Memo Routing Slip).
3. General, a. The majority of individual clas-

sification and reclassification actions are conducted
directly between the PSD and the commander of
the organization to which soldier is assigned.

6. The classification authority is the division
commander who is also custodian of the personnel
records for all personnel assigned to the division.
Classification boards will be appointed by the classi-
fication authority for each battalion, if required.
Classification boards are not restricted to handling
cases from the organization providing the member-
ship of the board, and will act on any case forwarded
to the board by the classification authority.

c. The battalion commander will nominate per-
sonnel for membership on classification boards in
response to a request from the PSD, The provisions
of AR 611-203 will be applied to the selection of
members for the board. Boards are responsive to
the requirements of the appointing authority, but
will forward Reports of Board Proceedings through
the battalion commander of the respondent.

4. Procedure, a. Upon receipt of a request for
reclassification action from the unit, the personnel
staff NCO will—

(1) Determine whether classification board
action is required, and if so—

(a) Determine whether reclassification is
appropriate under current DA policies.

(b)

(c)

(d)

(2)

(b)

(c)

Check MOS recommended for award
against the unit TOE to insure it is
authorized in the unit and in AR 611-
201 for the soldier's grade.
Inform the battalion commander a
classification board should be convened.
After the battalion commander has
made his recommendations, forward the
DA Form 1049 to the senior personnel
management specialist in the PSD.

If classification board action is not re-
quired, follow the procedure in (l)(o) and
(b) above and—

(a) Recommend appropriate action on
the request to the battalion commander.
Return disapproved requests to initiat-
ing unit and direct the reassignment,
change of duty, etc. or
Forward approved requests to the PSD
without comment.

6. If a classification board is convened, the report
of the board proceedings will be transmitted by the
president of the board through the battalion com-
mander to the PSD.

(1) When the battalion commander believes
additional consideration should be given
to a case, he may so advise classification
authority, using letter of transmittal of
board proceedings.
The PSD acting for the classification
authority will consider the board recom-
mendations and publish any required
orders.

c. When a soldier has OJT status for 120 days
and has not qualified for award of the MOS, the
PSD will initiate an individual inquiry to determine
the status of the soldier. The personnel staff NCO
will brief the. Si and forward the correspondence to
the unit commander for necessary action.

(2)
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Procedure 10-1-4
REQUEST FOR REASSIGNMENT

1. Reference. AR 614-6.
2. Forms.
a. DD Form 95 (Memo Routing Slip).
6. DA Form 1049 (Personnel Action).
3. General, a. Requests for reassignment sub-

mitted by enlisted personnel are transmitted
through battalion to the PSD. The battalion com-
mander recommends approval by deletion of the
"THRU" address on the request. Comment is not
required unless disapproval is recommended or
additional information is furnished.

6. Requests for reassignment submitted by
officers will be transmitted through battalion and
brigade to the PSD.

c. The battalion personnel staff NCO's responsi-
bilities are to insure that the request conforms to
division policies and to formulate a recommendation
on each request for approval by the commander.

4. Procedure, a. Upon receipt of request—
(1) Examine the correspondence for com-

pleteness and conformance with division
policies.

(2) Check the unit commander's recommenda-
tion to determine any unusual aspects of
the request; e.g., a problem which could
be resolved by the battalion commander
without reassignment of soldier; a re-

assignment that can be effected by bat-
talion; situations reflecting poor morale
within the command; etc.

(3) Determine from the battalion MOS In-
ventory Report if the soldier's MOS is
currently critical in the battalion. When
a soldier requests reassignment and his
MOS is critical, or will be critical in 30 to
90 days, the requested reassignment
normally is not forwarded with a recom-
mendation for approval.

(4) If approval is recommended, write a DD
Form 95, (fig. 10-1-4.1) or informal note
for the SI and line out the "THRU"
address on the unit commander's com-
ment.

(5) If disapproval is recommended on a re-
quest for transfer out of the battalion,
write proposed comment to division and
submit to Si for approval prior to final
typing.

b. If reassignments to be effected within the
battalion are approved by the battalion commander
within established division policies, orders are re-
quested in accordance with Procedure 10-5-1.

c. Reassignments between elements of the bat-
talion, which are disapproved are returned to the
soldier through his unit commander.

AGO 8383A

755-008 O-65—5 (7240A)

10-7

SimS
Pencil

SimS
Pencil

SimS
Pencil



AR6CXM7

MEMO ROUTING SLIP NEVER USE FOB APPROVALS- O/SAPPROVALS.
CONCURRENCES. OR SIMILAR ACTIONS

1 TO

31
z

4

INITIALS

OATE

ACTION

CIRCULATE

cousaumu

FILE

IWOUUTIC*

NOTE AND
RETURN

PER CON-
VERSATION

SEE HE

SIGNATURE

REMARKS

lo MDS 112,10 Bn Autht 12
Bn Asgs 16

2* BM does not bold a critical MOS and i_9 not a key-
person.

3* ReoonsDend approval*

U. Lineout the address and initial, if you appro-re.

FROM

MSOT PBAHmk--', >^"~--7
DATE

2 Dec
PHONK

D I-i FORM QC /REPLACES PREVIOUS EDITION. ftGPO IS61-COO239
L/ i OCT so y+J f

10-8

Figure

AGO 8383A.

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil



AR 600-17

Procedure 10-1-5
STRENGTH REPORTS

1. Reference. AR 335-60.
2. Forms.
a. DA Form 1 (Morning Report).
6. DA Form 2471 (Miscellaneous Strength

Report).
3. General, a. The battalion personnel staff

NCO maintains current personnel statistical data
on the major elements of the battalion. This is the
principal source of current personnel strength data
for battalion staff use.

b. A Personnel Inventory Report (Parts II and
IV) will be furnished monthly to the battalion com-
mander by the PSD. This report will reflect the
authorized and actual strength of the battalion and
its companies in each MOS, and projected 30-,
60- and 90-day losses. The Personnel Inventory
Report will provide a source of data for determining
current and projected MOS shortages and overages
within the battalion.

c. Unit morning reports will be submitted daily
to the battalion personnel staff NCO (except on
nonduty days). The personnel staff NCO will
distribute all morning reports to higher head-
quarters for the reporting elements of the battalion.
A definite time must be established for receipt of
morning reports in battalion headquarters in order
to allow a spot check of the reports before the first
scheduled messenger is available to hand-carry the
reports to the PSD. No delay can be tolerated in
the processing of the unit morning reports at the
PSD. Any reports delayed at unit or battalion
level will be hand-carried direct to the PSD by
special messenger.

4. Procedure, a. Morning reports will be hand-

carried from the unit to the battalion personnel staff
NCO who—

(1) Verifies the strength section of the morning
report by comparison between the preced-
ing day's strength and the current morning
report remarks. Inaccuracies must be
reconciled with the unit clerk immediately.

(2) Extracts necessary information from the
morning reports in order to post the
battalion strength chart.

(3) Groups all unit morning reports, checks
to insure sufficient copies have been pro-
vided and all units have submitted reports.
Dispatches all unit morning reports to the
PSD according to local procedure.

(4) Posts the battalion daily strength chart
(fig. 10-1-5.1).

Note. ID cases where the battalion ia assigned to a brigade
the morning reports will be routed through the brigade staff
NCO so strength figures may be extracted.

b. When the Personnel Inventory Report is
received from the PSD, the personnel staff NCO—

(1) Transcribes the projected loss data from
Part II to the Battalion Daily Strength
Chart.

(2) Examines the projections of gains and
losses in each MOS within the battalion.

(3) Furnishes the Personnel Inventory Report
to the Si for determination of existing
critical MOS's and personnel shortages.

(4) Uses the information in the Personnel
Inventory Report for evaluating the effect
of individual personnel actions on the
MOS strength of the unit concerned.
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BATTALION DAILY STRENGTH CHART
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Figure 1O-J-5.1.
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Procedure 10-1-6
COMMANDER'S EVALUATION REPORT

1. References.
a. AR 611-201.
b. AR 611-203.
c. AR 611-205.
2. Form. DA Form 2166 (Commander'8 Evalua-

tion Report).
3. General. The Commander's Evaluation Re-

port (DA Form 2166) is used for evaluating each
eligible individual's job performance and super-
visory or technical abilities. Because chapter 2,
AR 611-205, requires that each DA 2166 be re-
viewed, a rater/indorser/reviewer relationship
roster for the battalion may be required (fig.
10-1-6.1). It may be prepared in accordance with
local policy.

4. Procedure, a. Upon receipt of a DA Form
2166 requiring review, the PSNCO will—

(1) Determine the reviewing officer.
(2) Prepare Section III for the reviewing

officer's signature.
6. Upon receipt of DA Form 2166 requiring

indorsement and review, the PSNCO will—
(1) Determine the indorser.
(2) Furnish the indorser with the DA Form

2166 and instructions to review appendix
II; AR 611-205 prior to making his
evaluation.

(3) Upon completion of DA Form 2166 by the
indorser, follow the procedure in a above.

c. When the indorsing and/or reviewing officers
have completed DA Form 2166, check to insure it
has been completed by the proper individuals and
check all entries for accuracy.

d. Send the completed forms to the unit orderly
room.
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_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ ^BATTALION
RATER/INDORSER/REVIEWER ROSTER

Positions
to be rated Rater Indorser Reviewing officer

Platoon member...:...Pit sgt_. ._ . -__.Pi t o f f . _ . . _ _ . . _ . _ CO
Plat sgt,_..__. _ _ _ _ _ _ _ Pit o f f _ , _ _ _ _ _ _ _ _ C O _ _ _ _ _ _ _ _ . _ _ - . _ B n CO/XO
Supply s g t _ _ _ _ . _ _ _ _ _ _ _ S u p p l y o f f _ _ _ _ _ _ _ C O - - - _ - _ - - - - - - - - B n CO/XO
Mess s g t - _ _ _ _ _ _ _ _ _ _ _ _ M e s s o f L , _ _ _ , _ _ C O - _ _ _ - _ . - - - . _ . _ B n CO/XO
1st sgt_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ X O _ _ _ _ . _ - _ . _ . _ C O _ _ _ _ - - - _ _ - - - - _ B n CO/XO
Co e l k . . _ . _ _ _ . _ _ _ _ _ _ _ l s t s g t _ _ - _ _ _ _ _ _ _ C O - - - - - - - - - - - - - _ B n CO/XO
SMaj- — -- - - - -_- ._Adj /XO_- . - - . -_XO/BnCO____-__Bn CO, brigade CO
P S N C O . - . _ _ _ _ _ _ _ _ . . _ A d j / X O _ _ - _ _ _ _ _ X O / B n CO.._._._Bn CO, brigade CO

Note. This is a suggested format only.

Figure 10-1-4 J.
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AR 600-17

Section III. PERSONNEL ACTIONS AND PERSONAL AFFAIRS PROCEDURES

Procedure 10-2-1
LEAVE

1. References.
a. AR 600-290.
6. AR 630-5.
2. Forms.
o. DA Form 31 (Request and Authority for

Absence).
b. DA Form 1049 (Personnel Action),
3. General, a. Detailed procedures for process-

ing ordinary leave depend principally on the leave
policies of the division commander. The internal
procedures in paragraph 4 are suggested as meeting
the broad requirements for control of leave by unit
commanders.

6. Requests for leave outside the continental
United States are initiated by the individual and
submitted through his unit commander and the
battalion headquarters to the PSD. The battalion
personnel staff NCO must be familiar with pub-
lished DA restrictions on visits to foreign countries
and the administrative travel restrictions imposed
on military personnel.

c. Requests for ordinary leave submitted by
senior NCO's on the battalion staff normally are
processed through the staff officer concerned to the
unit commander for approval. The critical position
occupied by the battalion personnel staff NCO
requires that the battalion commander be informed
when an extended absence is requested by the per-
sonnel staff NCO. This information may be con-
veyed through the Si or the battalion sergeant
major, according to local policy.

4. Procedure, a. Requests for ordinary leave

from battalion staff officers and unit commanders
are processed through the battalion personnel staff
NCO and the Si. The battalion commander
normally approves these absences personally. Pre-
pare a memo routing slip and route the leave request
through the SI to the battalion commander for
approval, and to the battalion sergeant major for
distribution.

6. A request for ordinary leave outside of CONUS
is normally the only type of leave request that will
originate with the enlisted man and be routed
through the battalion for a recommendation (Pro-
cedure 11-2-4). Upon receipt of such a request, the
PSNCO—

(1) Determines if there is sufficient time for
the PSD to process the request prior to
the desired date of leave.

(2) Checks the countries listed in AR 600-290
for any special requirements for entry of
military personnel into the country. The
applicant should indicate that he is aware
of any special entry requirements for the
country to be visited.

(3) Routes the request for approval in accord-
ance with unit policy. Approval is re-
commended by deletion of the "THRU"
addressee in accordance with normal cor-
respondence procedures. Recommenda-
tions for disapproval require a comment
indicating the reason for such recom-
mendation.

(4) Forwards the request to the PSD for
approval.
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Procedure 10-2-2
OFFICER EFFICIENCY REPORTS

1. References.
o. AR 623-105.
b. AR 140-143.
2. Forms. .
a. DA Form 67-5 (U.S. Army Officer Efficiency

Report).
6. Suggested format (Officer Efficiency Report

'Control Sheet) (fig. 10-2-2.1).
3. General, o. Major subordinate commands of

the division should have a published directive
establishing the rater/indorser/reviewer relation-
ship for officer efficiency reports'by TOE position
title.

b. Officer efficiency reports normally will be
received from the PSD in a sealed envelope attached
to a letter of instructions. It is the battalion per-
sonnel staff NCO's responsibility, to provide the
necessary controls over the report to insure it is
completed within the time allotted by the PSD.

c. The final preparation of'officer efficiency re-
ports is the responsibility of the officer accomplish-
ing the report. Normally, the officer will have
clerical assistance available. Occasions will arise
where either the battalion commander, a member
of the battalion staff, or a unit commander, may
require clerical assistance to complete the report.
This assistance is rendered by the personnel staff
NCO, when required.

d. When an efficiency report is transmitted to
the brigade headquarters for reviewer or indorser

action, the responsibility for control of the report
passes to the brigade personnel staff NCO.

4. Procedure, a. When an efficiency report is
received from the PSD for completion, the personnel
staff NCO—

(1) Verifies the accuracy of the indicated
rater, indorser, and reviewer, based on the
assignment of the rated officer and the
designated rater/indorser relationships in
the battalion.

(2) Completes the appropriate entries on the
control sheet and dispatches the report to

. the rating officer (fig. 10-2-2.1).
6. When a unit commander desires that an effi-

ciency report be completed outside the unit orderly
room, he should make such arrangements informally
with the Si or with the personnel staff NCO. The
personnel staff NCO will—

(1) Have the report typed in final form on the
DA Form 67-5 provided by the PSD.

(2) Make an appropriate entry on the control
sheet.

(3) Prepare a memo routing slip and return
the completed report to the unit com-
mander in a sealed envelope for signature
and forwarding to the indorsing officer.

c. Reports requiring indorsement or review at
brigade headquarters should be transmitted in
sealed envelopes to the brigade staff NCO by memo
routing slip.
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AR 600-17

Procedure 10-2-3
OFFICER PERIODS OF SERVICE ON ACTIVE DUTY

1. Reference. AR 135-215.
2. Form. DA Form 1049 (Personnel Action).
3. General, a. AU officers of the Reserve Com-

ponents serving on active duty who have a specified
active duty commitment will be contacted by the
PSD 8 months prior to expiration of the period of
active duty. The officer may submit an applica-
tion for additional active duty, or a declination of
further active duty, at that time. If the officer
desires to wait, he will again be contacted by the
PSD 4 months prior to the expiration of his active
duty. At this time he will be required either to
apply for additional service on active duty or to
decline further active duty.

b. The battalion staff NCO will control all actions
concerning the periods of active duty for Reserve
officers. The preparation of either an application
for or a declination of further active duty will be
accomplished at battalion headquarters.

c. The battalion Si will personally counsel all
officers submitting a statement of declination of
further active duty to insure the officer has been
provided all available information relative to an
Army career. All applications and declinations will
be forwarded through the immediate commanding
officer and will be indorsed and personally signed
by each commanding officer in the chain of com-
mand to the division headquarters.

4. Procedure, a. An officer desiring to extend
his period of active military service may initiate a
request through his immediate commanding officer.
The personnel staff NCO will—

(1) Prepare the appropriate statement, ac-
cording to the desires of the officer, on DA
Form 1049, in original and 5 copies, using
the format specified by AR 135-215. The

officer must sign at least 2 copies of the
request.

(a) Advise unit officers to submit their
requests through their unit com-
manders.

(b) A unit commander or an officer of the
battalion staff should submit the request
to the battalion commander. The
officer should sign the request and leave
it for the SI.

(2) Submit the officer's request to the Si for
the recommendation of the battalion
commander.

(3) When disapproval of the request is recom-
mended, detailed reasons to support the
recommendation will be provided in the
forwarding comment. The application
will then be submitted to the applicant,
for comment in accordance with para-
graph 8b, AR 135-215.

(4) Prepare the appropriate comment on the
request for the personnel signature of the
battalion commander.

(5) Upon authentication of the comment—
(a) Remove 1 copy of the correspondence

for the Si file.
(b) Forward original and 4 copies of the

correspondence to the next higher head-
quarters in the chain of command.
N ormally the next higher headquarters
will be the brigade headquarters.

b. An officer who does not desire to apply for
further active duty will be required to sign a state-
ment of declination as specified in AR 135-215-
The statement will be processed as provided in
paragraph 4o except that commanders are not
required to make recommendations.
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Procedure 10-2-4

RECOMMENDATION FOR DISCHARGE—UNFITNESS

1. Reference. AR 635-208.
2. Forms. None.
3. General. A recommendation for discharge

due to unfitness for military service is initiated by
the unit commander and submitted to the battalion
commander. The battalion personnel staff NCO
will process the recommendation to insure it is in
conformance with Army regulations and local
command directives and will prepare administrative
interpretations and guidance for use by unit clerks.

4. Procedure, a. The Si file will indicate that
flagging action under AR 600-31 is currently in
effect on the soldier concerned. Direct flagging
action will be taken by the unit commander
immediately, if it is not already in effect.

6. Recommendations received from units must
be carefully checked against the requirements of
AR 035-208. The following evidence submitted
with the recommendation is particularly subject to
error and should be reviewed carefully:

(1) Statements of character or statements
relating incidents should be sworn state-
ments.

(2) All statements, other than statements by
an officer, should be witnessed by an
officer.

(3) Affidavits or certificates should be inclosed
when it would be impossible to obtain an
individual's personal testimony.

c. Corrections or additions to the recommenda-
tion should be handled informally and as expedi-
tiously as possible.

d. Submit the unit commander's recommenda-
tion and any appropriate comments to the battalion
commander. The commander may—

(1) Disapprove the recommendation and
direct reassignment of the soldier within
the battalion.

(2) Disapprove the recommendation and
direct resubmission under AR 635-209.

(3) Concur in the recommendation and for-
ward the case to the GCM authority for
approval.

e. If the battalion commander disapproves the

recommendation and directs reassignment of the
soldier to another unit within the battalion, the
personnel staff NCO—

(1) Determines an appropriate unit for the
soldier based on the data contained in the
recommendation. Additional personnel
data may be obtained from the unit clerk.

(2) Prepares an appropriate indorsement to
the unit commander's recommendation
disapproving the recommendation and
advising him of the pending reassignment.

(a) The correspondence should be addressed
"THRU" the soldier's present com-
manding officer to the commanding
officer of the unit to which reassignment
will be effected.

(6) Prepare an extra copy of the indorse-
ment for the soldier's Military Person-
nel Records Jacket.

(3) Prepares a request for orders to effect
reassignment of the soldier (Procedure
10-5-1).

/. If the battalion commander disapproves the
unit commander's recommendation and directs
action under AR. 635-209 the personnel staff NCO—

(1) Prepares an appropriate indorsement to
the unit commander's recommendation
and direct resubmission of the recom-
mendation under AR 635-209. .

(2) Upon receipt of the unit. commander's
recommendation for board action under
AR 635-209, follows Procedure 10-2-5.

g. If the battalion commander concurs in the
unit commander's recommendation, the correspond-
ence should be indorsed to the GCM authority
recommending approval. The personnel staff
NCO—

(1) Prepares the appropriate indorsement in
original and 3 copies.

(2) Following signing of the correspondence
by the commander—

(a) Removes a copy of the correspondence
for the SI file.

(6) Forwards the original and 2 copies in a
sealed envelope to the PSD.
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Procedure 10-2-5

RECOMMENDATION FOR DISCHARGE—UNSUTTABILITY

1. References.
a. AR 15-6.
6. AR 635-209.
2. Forms. None.
3. General, a. A recommendation for discharge

for unsuitability is initiated by the unit commander
and submitted to the battalion commander (special
court-martial authority) for final action. Special
orders effecting the separation or reassignment for
separation of soldiers being processed under AR
635-209 will be issued by the PSD.

b. The battalion personnel staff NCO will process
the recommendation to insure that it is in con-
formance with Army regulations and local com-
mand directives and will offer administrative inter-
pretations and guidance as required by the unit
clerk.

4. Procedure, a. The SI file will indicate that
flagging action under AR 600-31 is currently in
effect on the soldier concerned. Direct flagging
action will be taken by the unit commander im-
mediately, if it is not already in effect.

b. The administrative requirements for evidence
are identical with the requirements outlined in
paragraph 46, Procedure 10-2-4.

c. Submit the unit commander's recommenda-
tion and any appropriate comments to the bat-
talion commander. The commander may—

(1) Direct reassignment in lieu of board
action.

(2) Direct the convening of a board under
AR 635-209 to determine whether the
soldier concerned should be discharged.

(3) If the soldier has waived board action,
direct the discharge or retention of the
soldier with or without a board hearing.

(4) Make other disposition as may be war-
ranted by the individual case.

d. If the battalion commander accepts a waiver
of board hearing and directs discharge of the soldier,
the recommendation for discharge may be approved
and indorsed directly to the. PSD over the bat-
talion commander's signature in accordance with
AR 635-209. The appropriate orders instructions
for effecting separation will be issued by the PSD.

e. If the battalion commander directs that a.
board be convened—

(1) Select the membership for the board to

10-18

meet the requirements of AR 635-209, in
accordance with established procedures.

(2) Prepare a request for special orders to the
PSD for appointment of the board
(Procedure 10-5-1).

(3) Prepare the appropriate indorsement to
the president of the board on the re-
quirements in AR 635-209.

(o) Advise the president of the board where
clerical assistance may be obtained.

(6) Direct the completion of the board
proceedings by a given date.

(c) Inform the president of the board that
the respondent must have 15 days
written notice prior to the board hear-
ing.

(d) If the respondent holds a Reserve com-
mission or warrant, direct the board to
make a separate recommendation on the
Reserve status to include type of
discharge certificate to be issued, if
appropriate to their findings.

(4) Submit the indorsement and allied papers
to the Si for approval, signature, and
dispatch to the president of the board.

/. Upon receipt of the Report of Board Proceed-
ings, review for administrative correctness and
submit to the battalion commander with the
recommendations of the SI.

g. Based on the action of the battalion com-
mander, indorse the Report of Board Proceedings,
in accordance with AR 15-6 and AR 635-209, to
show the action of the convening authority on the
report.

(1) If the board recommends discharge for
unsuitability, the battalion commander
may—

(a) Approve the discharge and forward the
case to the PSD under letter of trans-
mittal. He may direct the character of
the discharge recommended by the
board, or a higher one. The PSD will
issue the necessary instructions and
orders to effect discharge of the soldier.

(b) Direct retention in the service. In this
ease he normally will direct reassign-
ment within the battalion or request
the PSD to reassign the soldier.

(2) If the board recommends referral of the
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case to a board of officers convened under (c) Direct retention in the service, following
AR 635-208, the battalion commander - the procedure in (1)(6) above.
may— (3) If the board recommends retention in the

(a) Approve the recommendation and for- service, the battalion commander must
ward the case to the GCM authority approve the recommendation, and should

. (Procedure 10-2-2) or, . either reassign the soldier within the bat-
(b) Direct discharge for unsuitability, fol- talion or request the PSD to reassign the

lowing the procedure in (1) (a) above, or, soldier within the division.
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Procedure 10-2-6

REPORT FOR SUSPENSION OF FAVORABLE PERSONNEL ACTIONS

1. Reference. AR 600-31.
2. Form. DA Form 268 (Report for Suspension

of Favorable Personnel Action).
3. General, a. The establishment of flagging

action on security cases under paragraph 3a, AR
600-31, will be effected only by the division head-
quarters.

b. Flagging action on nonsecurity cases involving
officers on active duty as enlisted men, will be ac-
complished by the PSD. Where actions of the
nature outlined in paragraph 3b and c, AR 600-31
have occurred, a report should be made to the GCM
authority by the commander having cognizance of
the circumstances. Flagging action will be initiated
by the GCM authority, if appropriate, based on the
report of the cognizant commander.

c. Flagging action on enlisted personnel, other
than those holding Reserve commissions or warrant
officer appointments, normally will be initiated by
soldier's unit commander.

d. The battalion personnel staff NCO will handle
the administrative processing incident to a Report
for Suspension of Favorable Personnel Actions
received in the battalion headquarters.

(1) The SI and the commander must be kept
informed of the status of each nagging
action within the command.

(2) A suspense file should be maintained to
insure the submission of interim reports
on the schedule required by AR 600-31.

(3) DA Form 268 must be verified to insure
the appropriateness of the flagging action.

4. Procedure, a. Upon receipt of an information
copy of DA Form 268, determine the reason for
flagging action and the headquarters controlling
the action.

(1) Cases controlled by the brigade or division
commander—

(o) Contact the unit commander concerned
to insure he has received notice of
flagging action and has annotated the
soldier's DA Form 2475 (Personnel Data
Card) (PDC).

(b) Determine the nature and status of the
situation that required the establish-
ment of flagging action.

(c) Furnish the DA Form 268 to the Si and

give him a verbal briefing on the situa-
tion.

(2) File the DA Form 268 in a special folder
established for this purpose in the Si file.
Remove initial or interim reports from the
file only when final action has been taken
and the flagging action removed. This
file should at all times indicate the flagging
actions currently in effect within the
battalion.

b. Commanders within the battalion who initiate
flagging action due to AWOL, recommendation for
discharge under AR 635-208, AR 635-209, etc.,
will have the copies of the DA Form 268 for all
higher headquarters hand-carried to the Si. The
personnel staff NCO will—

(1) Verify the completeness of the DA Form
268 and appropriateness of the flagging
action under command directives.

(2) Advise the Si of unusual cases or cases
deserving immediate command attention
under local policy.

(3) Dispatch the copies for higher head-
quarters in the envelopes provided by the
unit initiating flagging action.

(4) File the battalion information copy in the
Si file established for this purpose (<z(2)
above).

(5) Place an informal note in the suspense file
indicating the date that the next interim
report is due according to AR 600-31.

c. Interim reports should be submitted by the
commander controlling the flagging action in ac-
cordance with the schedule in AR 600-31. When
an interim report is due as evidence by the informal
memorandum in the suspense file, the personnel
staff NCO will—

(1) Check the Si file to determine if the
flagging action is still current and if an
interim report has been received.

(2) If the flagging action is still in effect and
no interim report has been received, con-
tact the controlling commander to deter-
mine the status of the case. An interim or
final report must be submitted by the
commander controlling the flagging action
in accordance with AR 600-31.
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CHAPTER 11
PROCEDURES AT COMPANY LEVEL

Section I. GENERAL

11-1, General. The operating procedures de-
tailed in this chapter will be followed by all com-
pany size units in order to standardize and simplify
procedures for implementing the division personnel
support system. The procedures contained in this
chapter represent only the most common recurring
actions and those most suitable for standardization.

11-2. Exceptions. If a request for an action not
covered by a written procedure is initiated, the
company clerk will refer to the applicable regula-
tion^). In case the meaning or the procedure to be
followed is not clear, he will contact the personnel
staff noncommissioned officer at his next higher
headquarters for advice and guidance. Questions
concerning the routing of documents not listed in
appendix 8-1 will be referred to the personnel staff
noncommissioned officer at the next higher head-
quarters.

11-3. Separate companies. Separate companies,
i.e., division headquarters and headquarters com-

pany and military police company, will deal directly
with the Personnel Service Division. In general,
whenever a personnel action is requested that would
affect the strength of the unit (requests for dis-
charge, reassignment, volunteer for overseas, etc.),
the company clerk will arrange an interview
between the soldier requesting the action and the
first sergeant or company commander. This inter-
view will be accomplished prior to initiating any
formal written request for the type of action de-
sired. A company policy should be established
listing the actions requiring prior interview. Al-
though many of the following procedures indicate
concurrent preparation of an application and action
by the company commander, the company clerk
should not anticipate the commander's decision.
Normally, the company commander will indicate
informally his general policies regarding personnel
actions to the first sergeant. Prior coordination
with the first sergeant will eliminate many errors
and much retyping.
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Section n. PERSONNEL MANAGEMENT PROCEDURES
Procedure 11-1-1

APPLICATION FOR AIRBORNE TRAINING

1. References.
a. AR 40-500.
6. AR 611-7.
c. FM 21-20.
2. Forms.
a. SF 88 (Report of Medical Examination).
b. DA Form 2478 (Application for Airborne—

Special Forces—Airborne for Assignment to Special
Forces Training).

3. General. A soldier may volunteer for air-
borne training upon completion of basic training or
advanced individual training, if he meets the neces-
sary prerequisites established in AR 611-7.

4. Procedure, o. Have the soldier read the
eligibility requirements in AR 611-7 and assist him
in determining his eligibility from available informa-
tion on the Personnel Data Card (PDC), Personnel
Information Roster, and the Personnel Qualifica-
tions Roster.

b. Check the reverse of the PDC for pending
personnel actions or flagging actions.

c. Arrange for the soldier to take the physical
fitness test outlined in AR 611-7.

d. Request the personnel actions specialist of
your composite team to send sufficient copies of the

SF 88 (Report of Medical Examination) to have a
medical examination given to an airborne volunteer.

e. Schedule an appointment for the soldier to
take a medical examination.

/. Prepare the application for the soldier in an
original and 4 copies and have him sign it (fig.
11-1-1.1).

g. Prepare the first indorsement for the unit com-
mander's approval or disapproval and have it
signed (fig. 11-1-1.1—continued).

(1) Annotate the reverse of the PDC in red
pencil "Appl for Abn Tng sbm (date)."

(2) Remove a copy of the correspondence for
file.

(3) Suspend the application until completion
of the medical examination.

k. Upon receipt of the medical examination,
forward the application with the results of the
medical examination and physical fitness test as
inclosures to the PSD.

i. Upon return of the approved application—
(1) Have the soldier read and sign the state-

ment of affirmation on the reverse of the
the application (fig. 11-1-1.1—continued).

(2) Return the application to the PSD for
file in the soldier's 201 file.
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APPLICATION FOR
AIRBORNE* TRAINING

ro> Canoandlug Officer, Co B. 1st Bn, 19th Inf, Fort Miller, Otah
. NAME (Lmtt • Flral - Mifcfl* lallifl)

USTEBWOOD, RALEH T*

I. IBNVICE NUMBER

BA 19 300 831

». flNAOE

SOT E-5 P-l

n_u6o
716.60

7. »«C CLEAR

HO

t. APT AREA

IN 118 Sept 1965

10. AMI9NED UNIT

Co B, 1st Ita,
19th Inf

ta. AINIONHE QUALIFIED

r~) YE. flfi N°
rtONI fP-** 4, AR U4-41)*'

B/A
b. DATE QUALIFIED

H/A

.dated1. UP of AR 611-7*, XBDDBODt*, QOEX-DE —-H/i
I hereby volunteer for Airborne* -lymui'i IHM*jfiH'irMc^)iJ!flO,Jl^^
2. I fully understand that failure to complete the basic Airborne training will disqualify me
for assignment to an Airborne unit or a Special Forces unit.

3. I volunteer to perform aircraft flights, parachute jumps and to participate in realistic
combat training while securing Airborne or Special Forces training and/or performing Air-
borne or Special Forces duty.

4. I agree to serve a minimum of
1-1*- twelve (12) mtirtOis upon satisfactory completion of Airborne training*.

If my period of remaining service on my current tour of active service is not sufficient to
insure completion of the prescribed requirement I agree to extend my enlistment under
the provisions of AR 601-210 or be discharged under the provisions of AR 635-205 and re-
enlist for an appropriate period under the provisions of AR 601-210.

**5. I understand that if I should fail to be cleared for access to secret information and
materials as required by current regulations I will be reassigned in accordance with the
needs of the service and will be required to complete the period for which I enlisted or
extended.

13 61
•D»Ut* K not •ppllcabl*.
*Appllta only 'a Special fotcma application*.

DA/.£"., 2478 * 2 * 1 3 6

Figure 11-1-1. L
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AR 600-17

REMARK* (Ll»t mad ittafh mil tfffimate let Tmlvmtm and tneloauna.)

2 Incl
*1. Retmlts of physical fitness test
*2. SF 88 (Report of Medical Examination)

*Bo samples provided*

THE FOLLOWING STATEMENT WILL BE COMPLETED AFTER FINAL ACTION HAS BEEN TAKEN ON AN APPLICATION FOR AIRBORNE
TRAINING (Pmtm IS. AX Hl-7)

I DESIRE TO BE ASSIGNED TO AN AIRBORNE ORGANIZATION TO UNDERGO AIRBORNE TRAINING.

27 Tab 61
1ST INDORSEMENT

HQ, Co B, Iflt Bn, 19th Inf, 99th Inf Div, Port Miller, Utah

10: CnprnnnrUng Oeneral, 99th Infantry Division, Port Miller, Utah
AIBI: Afl-PSD

1* Recommend approval*
__. -^ yX **• __2* &ntoufcc*jr&£&ae£'t Efficiency

13 Feb 61

3* Sgt Onclerwood Is not under charges, investigation, flagging action under
600-31, or administrative actions vhlch may result In reassignment or separation.

W.
Captain, Inf
GrnmfUirUl-fif

Figure 11-1-1.1—Continued.
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Procedure 11-1-2

ASSIGNMENT TO SPECIAL FORCES ORGANIZATIONS

1. References.
a. AR 611-7.
b. AR 611-82.
c. AR 614-62.
d. AR 614-6.
2. Forms.
a. DA Form 2478 (Application for Airborne

—Special Forces—Airborne for Assignment to
Special Forces Training).

o. DA Form 1049 (Personnel Action).
4" c. DD Form 398 (Statement of Personal His-

tory), i
•̂ •3. General. Soldiers who meet the require-

ments may volunteer for Special Forces train-
ing. Special Forces personnel are trained to
organize, instruct, and direct indigenous guer-
rilla personnel in the most effective means of
conducting sustained operations within denied
areas during limited or general war. In addi-
tion, they are trained to provide planning, train-
ing, military and paramilitary forces in coun-
terinsurgency tactics, techniques, and opera-
tions in "Cold War" situations. Normally dur-
ing peacetime Special Forces requirements will
be filled by volunteers. A soldier must be air-
borne qualified or must volunteer for airborne
training prior to assignment to a Special Forces
unit. If the soldier desires foreign language
training in conjunction with Special Forces
training he may apply under the provisions of
AR 611-82. Language training will be given
only upon completion of Airborne or Special
Forces qualification training.

4. Procedure, a. A soldier who volunteers for
Special Forces must be airborne qualified.

(1) If the soldier is not airborne qualified
he will submit an application for air-
borne training prior to assignment to
Special Forces (fig. 11-1-2.1).

(2) If the soldier is airborne qualified he
will submit an application for assign-
ment to Special Forces (fig. 11-1-2.2).

ifNote. Enter the "Date of Birth" in the
same block as the name. A summary of
significant military service to include serv-

AGO :.7!)8A

ice schools will be entered in the "Additional
Qualifications" block, in addition to any
special qualifications the applicant may have.

b. Have the soldier read the eligibility re-
quirements in AR 614-62 and assist him in de-
termining his eligibility from available infor-
mation on the Personnel Data Card (PDC) and
the Personnel Information Roster.

ifC. If the soldier does not have at least a
CONFIDENTIAL clearance, action should be
taken to have one issued prior to submission of

s application.
d. Have the applicant take a physical fitness

test and a swimming test.
e. Notify the personnel actions specialist of

your composite team to furnish the unit with
sufficient copies of the SF 88 (Report of Medi-
cal Examination) to have a medical examina-
tion given to an applicant for Special Forces.

/. Make an appointment to have the applicant
given a medical examination.

g. Prepare a DA Form 1049 requesting that
the Special Forces Selection Battery Test be ad-
ministered (enlisted personnel only) fig. 11-
I-2.3).

h. Have the applicant fill out a draft copy of a
DD Form 398 (Statement of Personal History).

i. Have the applicant take the draft DD Form
398 to the battalion S2 office to be checked for
completeness. After the S2 has reviewed the
DD Form 398, the soldier will return it to the
company clerk.

/. Type the DD Form 398 in final form in
original and 3 copies.

k. Have the soldier read and sign all copies of
the DD Form 398 before a witness (any per-
son). The witness will sign the DD Form 398
in the space provided on the form and the sol-
dier will be given 1 copy of the form as his
personal copy.

L Prepare the statement of applicant (fig.
II-1-2.4).

m. Have the soldier read and sign the pre-
pared statement concerning temporary duty
pending further orders.

11-5
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C 1, AR 600-17

n. Prepare the application (DA Form 2478)
in draft form based on interview with the sol-
dier.

(1) Verify personal data from the Person-
nel Data Card (PDC).

(2) Check the reverse of the PDC for flag-
ging or pending personnel actions.

o. Submit the draft application and com-
pleted inclosures to the unit commander for
approval.

p. Type the application in final form in origi-
nal and 4 copies (fig. 11-1-2.1) and attach in-
closures.

q. When the unit commander has signed the
forwarding indorsement (fig. 11-1-2.5) —

(1) Remove a copy of the application for
the unit file.

(2) Forward the original and 3 copies,
with inclosures attached, to the PSD.

(3) Annotate the PDC in red pencil on the
reverse "Appl for Sp Forces sbm
(date)."

r. When the application is received by the
PSD, an appointment will be scheduled to have
the applicant administered the Selection Bat-
tery Test. The PSD will notify the unit of the
time, date, and the place of the test.

s. If the soldier is applying for Airborne and
Special Forces training, he must sign the state-
ment of affirmation upon return of the ap-
proved application (fig. 11-1-2.5).
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Procedure 11-1-3
CLASSIFICATION AND RECLASSIFICATION IN MOS

1. References.
a. AR 40-501.
b. AR 195-11.
c. AR 601-275.
d. AR 611-201.
e. AR 611-203.
/. AR 611-211.
g. AR 624-200.
2. Form. DA Form 1049 (Personnel Action).
3. General, a. The classification authority for

the division is the division commander.
6. When required, classification boards will be

appointed on special orders published at the PSD.
A classification board is comprised of individuals
recommended by the battalion commander in
response to a requirement established by the classi-
fication authority. Section IX, AH 611-203, speci-
fies the requirements for composition of a classifica-
tion board.

c. The award and withdrawal of MOS's, and the
designation of primary and secondary MOS's, will
be accomplished on special orders published at the
PSD. The morning report remark reflecting a
change of PMOS and SMOS will not be accom-
plished until special orders are received in the unit.

d. Technical assistance in determining ap-
propriate reclassification action is available from
the personnel staff NCO at the next higher head-
quarters.

4. Procedure, a. Upon receipt of a monthly
Personnel Information Roster (PIR) from the PSD
with a notation in "Remarks" indicating that a
soldier has received OJT for a sufficient period of
time to be eligible for award of an MOS, or a date
indicating the soldier has been assigned to the duty
for 60 days or more—

(1) Obtain the recommendation of the
soldier's immediate superior and complete
the appropriate column on the PIR in
accordance with instructions furnished
with the roster.

(2) If the unit commander desires that the
MOS be awarded to the soldier, enter the
notation "Qua." in "Remarks" column
opposite the soldier's name.

(3) Orders will be published by the PSD
awarding the MOS and designating the
MOS as primary or secondary, unless such

AGO 8383A

designation requires the concurrence of
the soldier concerned (6 below).

(4) If the soldier is not yet qualified for award
of the MOS, enter "Unqual" in the re-
marks column.

(5) If the soldier has not qualified in the MOS
after 120 days, the unit commander will
receive a separate letter of inquiry con-
cerning the soldier's performance of duty.

b. The PIR, annotated by the unit, will be re-
viewed at the PSD. Any recommended changes in
primary or secondary MOS will be made to the
unit on a separate DA Form 1049 (fig. 11-1-3.1).

c. Upon receipt of a DA Form 1049 recommend-
ing reclassification action—

(1) Interview the soldier and advise him of
the proposed action.

(2) If soldier agrees to the proposed action—
(a) Complete the appropriate paragraph of

Comment No. 2 on the DA Form 1049
in accordance with instructions on the
form.

(6) Process the correspondence as indicated
in d below.

(3) If the soldier does not agree to the pro-
posed action—

(o) Advise the unit commander of the rec-
ommendations from the PSD and the
results of the interview with the soldier.
An interview of the soldier by the unit
commander may be required in accord-
ance with unit policy.

(b) The unit commander may change the
soldier's duty assignment or recommend
classification board action to the classi-
fication authority.

(4) If the soldier's duty assignment is to be
changed—

(a) Check the appropriate paragraph in
Comment No. 2 of the DA Form 1049.

(6) Process the correspondence in accord-
ance with d below.

(c) Prepare an informal note for the morn-
ing report suspense file. This note
should indicate the soldier's name, the
paragraph and line number of the new
TOE position which the soldier will
occupy, and the effective date of the
change.

11-11
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AR 600-17

(5) If classification board action will be re-
quired—

(a) Complete the appropriate paragraph in
Comment No. 2 of the DA Form 1049.

(b) Enter the battalion headquarters as a
"THRU" addressee in Comment No. 2.

(c) Process the correspondence in accord-
ance with d below.

d. Correspondence concerning MOS classifica-
tion and reclassification will arrive at the unit in
an original and 1 copy.

(1) Complete Comment No. 2 on all copies
received from the PSD in accordance with
the action to be taken by the unit com-
mander.

(2) Submit the correspondence to the unit
commander for signature.

(3) After the unit commander has approved
the correspondence—

(a) Remove a copy for the unit file.

(b) Return the original DA Form 1049 to
the PSD.

e. Classification board action will be directed and
controlled by the PSD. The soldier will be allowed
sufficient time to prepare for the board. Notify
the soldier of the date, time and place of the board
hearing and arrange any required absence from
normal duty for the soldier.

11-12 AGO 3383A
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C 1, AR 600-17

P E R S O N N E L A C T I O N
(AR 340- IS)

"TES-15 *ug 61
10 Au* 61

fill R E F E R E N C E S U B J E C T

Re classification of .-Dilated Personnel
TO:

CO, Co B , 19th Inf
Ft Miller, Utah

FROM:
CG, 99th Inf Div
Ft Miner, Utah

P R O C E S S I N G A C T I O N S

(X) The Personnel Information Roster verified as of 31 Jul 61. contains a
remark Indicating that Set E-5 Jerry R. Morris. RA 13 476 581. a member of your
unit, la considered qualified in his DHOS 111.60 . Request this correspondence be
forwarded to the Individual concerned for concurrence or non-concurrence in the
redeslgnatlon of his present PMOS 768.60 to PMOS 111.60.

( ) (Disciplinary action taken against) (Reduction of).
_________, a member of your unit, could result in withdrawal of his
or change in the fourth digit only. Request this headquarters be notified whether
withdrawal of the -V digit FMOS is contemplated or change of the _Vth digit only
is comtemplated. In any event the fourth digit must be adjusted to conform
to his new grade*

FOR THE COMMANDER:

JOHN W. SMITH
Capt, AGO
Aast Ad Gen

THRU: CO, 3rd Bn, 19th Inf
TO: CG, 99tb Inf Div

Attn: Pars Mgt Br

FROM: CO, Co B, 19th Inf U Aug 61

In compliance with Comment Nr 1, the following information is furnished:

(K) EM concurs in redesignation of his FMOS 768.60 to PMOS 111.60.
( ) EM does not concur in redesignation of his PMOS, Classification Board

Action Is requested.
( ) EM does not concur In redesignation of his R40S. EM is being reassigned

to a different duty position which will be shown on the Personnel
Information Roster.

( ) Classification board action is requested.
( ) Withdrawal of PMOS (is) (Is not) contemplated, Classification

Board Action (Is) (is not) requested*
( ) Request skill level digit be changed from to ._
( ) Adjust skill level to conform to new grade.

appropriate block.

THOMAS W. LING
Capt, Inf
Commanding

USE PLAIN PAPER FOR CONTINUATION OF COMMENTS

DA, ̂ ,,1049« OCT BB

AGO 5798A
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Procedure 11-1-4

COMMANDER'S EVALUATION REPORT

1. References.
a. AR 611-201.
6. AR 611-203.
c. AR 611-205.
2. Forms.
a. DD Form 95 (Memo Routing Slip).
b. DA Form 2166 (Commander's Evaluation

Report).
3. General. The Commander's Evaluation Re-

port (DA Form 2166) is used to evaluate an in-
dividual's job performance and supervisory or
technical abilities. The unit commander will
receive a DA Form 2166, with Section I com-
pleted for each individual to be evaluated.
When the rater and/or indorser parts of Sec-
tion II have been completed, the form will be
returned as personal in nature.

4. Procedure, a. Upon receipt of DA Form
2166 from the PSD, the unit clerk with the as-
sistance of the first sergeant will determine
the rater and indorser for each report.

b. The unit clerk will prepare a DD Form 95
(Memo Routing Slip), in duplicate, with in-
structions and suspense dates for the rater and
indorser.

(1) The instructions will direct attention
to appendix II, chapter 2, AR 611-205.

(2) The original DD Form 95 will be used

to transmit the DA Form 2166 and
AR 611-205, with changes, to the
rater and then to the indorser.

(3) Retain the duplicate copy of DD Form
95 for the unit suspense file.

c. After receipt of DA Form '.166 with Sec-
tion II completed, insure that it has been com-
pleted by the proper individuals and check all
entries for accuracy.

d. Remove the suspense copy of the DD Form
95 from the unit suspense file and destroy it.

e. The unit clerk will insure that Section
III, DA Form 2166 is completed by the review-
ing1 officer.

Note. The reviewing officer must be a warrant or
commissioned officer, and must be the supervisor of the
indorser, as prescribed by chapter 2, AR 611-205.

/. If the unit commander is the reviewing
officer, the unit clerk will prepare Section III,
DA Form 2166 (fig. 11-1-4.1) and have him
complete only the blocks, date and signature.

Note. If the reviewing officer is outside the unit,
forward the DA Form 2166 to the personnel staff NCO.

g. When the DA Form 2166 is completed, the
unit clerk will return it to the Personnel Man-
agement Branch of the PSD, by comment on
the correspondence, through which it was orig-
inally transmitted.

11-14
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13. R E M A R K S fTfi'* *pace la provided lor any additional rector** datmed nactaaaty by any Individual accompli mhlng Ihla report.)

INSTRUCTIONS

GENERAL - DA Form 2166 will be used in accomplishing the
Commander's Evaluation Report. The unnumbered items in
the heading are reserved forthe use of the installation Test
Control Officer and the U.S. Army Enlisted Evaluation Cen-
ter, Fort Benjamin Hair is on, Indiana. Detailed instructions
for the completion of Section I are contained in Appendix II,
AR 611-205. Section I will be completed by the unit person-
nel officer before the form is transmitted to the commanding
officer of the individual. The commanding officer of the indi-
vidual will select the rater in accordance with Appendix II,
AR 611-205. The indorser will be the supervisor of the rat-
er and the reviewing officer will be the supervisor of the in-
dorser. Normally, the commanding officer will be the review-
ing officer, but there will be instances when he will not be
such. Responsibility for the timely submission of the Com-
mander's Evaluation Report in accordance with AR 611-205,
however, rests with the commanding officer of the individual.
The instructions for accomplishing Sections II and III of the
Report are contained below. THE COMPLETED COMMAND-
ER'S EVALUATION REPORT WILL NOT BE SHOWN TO
THE RATED SOLDIER.

RATER AND INDORSKR - Ratings should reflect an indi-
vidual's performance as actually observed in comparison
with the performance of all other individuals you have known
In the same MOS. In Instances where the individual is per-
forming duty in other than his primary MOS, rate the individ-
ual on his performance in his duty MOS. Ratings for indi-
viduals who are attending courses of instruction will be
based upon the individual's performance and progress in his
studies or instruction. You may consider information re-
ceived from other units of assignment, former commanders or
supervisors, training records, or other sources In completing
your evaluation.

On the attached tear-off sheet there are twelve questions,
with from five to seven possible answers to each question.
Consider each question independently. On the basis of the
typical performance of the individual, decide which of the
five to seven possible answers best describes the individ-
ual you are rating- Record your answer in item 10, DA
Form 2166, by marking an "X" in the block bearing the
sane letter as your answer for that characteristic being
rated. You may then proceed to the next factor. For ex-
ample, if you select answer "C" ("Gets along well with
his fellow soldiers and is usually cooperative in the work
situation") as being most typical of the individual being
rated for Rating Characteristic 1, "COOPERATIVF.NESS,"
you would place an "X" in block "C", Rating Factor 1,
item 10, DA Form 2166. Your entry on the form using this
example would look like this:

1 [A] Sj [V]

Your answers will be recorded on the form with black or
blue-black ink. If you find it necessary to change your an-
swer, you must initial the first answer and then place an
"X" in the new block you have chosen. Make sure that you
answer every question. The rater, indorser and reviewing
officer will complete their portion of the form in that order.
For convenience, the rater may separate the form from the
tear-off sheet but both the form and the tear-off sheet must
be passed on to the indorser and the reviewing officer.

Take your time in making your rating. The rating that
you give to the soldier you are rating is an important factor
in his military career. You owe him the time to make your
rating as honest an appraisal of him as you can. You owe
it to the Army, and to all of the other soldiers you know,
that this individual receives an accurate rating. The ratings
given by both the rater and the indorser are given equal
weight, so both have equal responsibility for giving the most
accurate rating they can,

It is particularly hard to give an accurate rating to an In-
dividual who is a particular friend, or for whom you hold a
particular dislike. In either ease, when you consider how
the individual performs on each of the twelve characteris-
tics, consider the way the individual actually performs in
that characteristic, rather than your general attitude toward
the individual. The accuracy with which you perform the
rating function will mean a great deal In improving Army
personnel management.

After you have completed your rating, review it to insure
that it is accurate, and that there is one and only one an-
swer for every characteristic. After you have done this,
indicate how many months the individual rated has been
under your command of supervision, sign and date the form
in the space provided. In completing the signature block,
enter your duty MOS after your grade if you are in enlisted
or v/arrant officer status. If you are a commissioned officer,
enter your branch of service after your grade.

REVIEWING OFFICFR - Reviewing officers are responsible
for insuring that raters and indorsers have been selected in
accordance with Appendix II, AR 611-205. They should
further insure that raters and indorsers are objectively rating
individuals, that they are avoiding personal bias, and that
they are not using unduly harsh or lax standards in their
ratings. Reviewing officers will date and sign the form in
the space provided when the review has been completed. If
the reviewing officer is not the commanding officer of the
individual, he will return*the completed form to the command-
ing officer of the individual.

Figure 11-1-4.1—Continued.
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Procedure 11-1-5
COMPASSIONATE REASSIGNMENT

1. Reference. AR, 614-6.
2. Form. DA Form 2479 (Application for Com-

passionate Reassignment).
3. General. Compassionate reassignment may be

requested by a soldier when extreme family prob-
lems appear to necessitate reassignment. Consider-
ation for such reassignment may be given in cases
of extreme hardship which can be alleviated only by
an assignment to a specific area. The service
member's family will include only the spouse, child,
parent, or parent-in-law if supported, minor brother
or sister, person in loco parentis, or an only living
relative. In emergency cases, soldiers assigned to
an oversea command who are returned to con-
tinental United States or places of residence
(Alaska, Hawaii, Puerto Rico, etc.) in a leave status
may apply directly to Chief of Personnel Opera-
tions, DA, for consideration for reassignment to
continental United States, furnishing all pertinent
information required by AR 614-6.

4. Procedure, a. The first action on any applica-
tion for reassignment is a personal interview with
the unit commander according to unit procedure.

(1) Advise the soldier to obtain documentary
evidence to establish the existence of
family problems necessitating reassign-
ment prior to submission of application.
The local chapter of the American Red
Cross is prepared to assist in these cases.

(2) When documentary evidence is available,
interview the soldier to obtain information
for the application (fig. 11-1-5.1).

b. The soldier's application must contain a state-
ment that proficiency pay, if applicable, would be
waived to permit reassignment in an individual
MOS, provided no vacancy exists at the requested
station in his primary MOS.

c. The soldier's application must contain a state-
ment as to whether he desires the application to be
considered for a permissive reassignment (AR 614-
6), or a hardship discharge (AR 635-207) if the
compassionate reassignment is not approved.

(1) Have the soldier read and sign a waiver of
Government payment of expenses incident
to permissive reassignment (fig. 11-1-5.2)
if he elects this option.

(2) Inform the soldier that if he has insuffi-
cient accrued leave to accomplish travel
to a new duty station on a permissive
reassignment, he must put in for advance
leave or excess leave (Procedure 11-2-4).

d. Interview the soldier to obtain information for
the basic application. Verify the data from the
Personnel Data Card and check the reverse of the
card for flagging action or pending personnel
actions.

e. Obtain information for the 1st Indorsement
(fig. 11-1-5.3) from the Personnel Data Card and the
unit commander. The unit MOS inventory data
can be computed from the monthly Personnel
Information Roster.

/. Prepare the application in original and 5 copies,
have the soldier sign the original, and submit the
indorsement for the unit commander's signature.

g. After the unit commander has signed the 1st
Indorsement—

(1) Remove a copy for the unit file.
(2) Forward application in original and 4

copies through battalion headquarters
to the PSD.

(3) Annotate reverse of PDC in red pencil,
"Req for comp reasgmt sbm (date)."

AGO 8383A 11-17
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APPLICATION FOR COMPASSIONATE REASSIGNMENT
(AR 600-1?) ___________________

UNDER THE PROVISIONS OF AR 61*-240. IT IS REQUESTED THAT I BE REASSIGNED TO
New York_________________________________________ FOR COMPASSIONATE REASONS.

I HAVE BEEN INTERVIEWED BY A COMMISSIONED OFFICER AND ADDITIONALLY ADVISED THAT FALSE
STATEMENTS ON THIS APPLICATION WILL CONSTITUTE A VIOLATION OF THE UCMJ 1951 AND MAY SUBJECT ME TO
TRIAL BY COURTS-MARTIAL.

THE FOLLOWING INFORMATION IS SUBMITTED AS A BASIS FOR CONSIDERATION OF MY APPLICATION FOR
COMPASSIONATE REASSIGNMENT.

1. N A M E (L*st-Fir*l-Middl, Initial)

UNDERWOOD, RALPH T.
6. PMOS

in.10
7. DMOS

111.10
11. LATEST PCS

Jan 61 None

N/A
13. MARITAL

Single

9. AMOS

None
14. DATE OF

MARRIAGE

N/A

2. SERVICE NUMBER

RA 19 300 831 PFC E3

4. PRO-PAY

None Sep 63
10. ASSIGNED UNIT

Co B, 1st Bn, 19th Infantry
Fort Miller, Utah

N/A

1G. NAME ft PRESENT ADDRESS OF WIFE

N/A

DEPENDENT CHILDREN (II step children, explain why they are not tupponed by natural fattift.)

N/T

ADDRESS

PARENTS (To be completed by all applicant*.) (It daceated. to tlate.)

Paul R. Underwood
MOTHER Mary Be Underwood
FATHER-IN. 1_ *"

MOTHER-IN.L A I

"51
59

610? Uth St, Bristoi;~Hr
6107 Uth St> Bristol, NY

MONTHLY
INCOME

100.00
None

Poor
Fair

APPLICANT'S BROTHERS AND SISTERS WHETHER LIVING AT HOME Of) ELSEWHERE AND OTHER MEMBERS OF FAMILY

None

OCCUPATION MONTHLY
INCOME

20. IS THE REQUEST BASEO ON THE HEALTH OP A MEMBER OF THE FAMILY'

21. IS THE REQUEST BASED ON A LEGAL. PflOBLEM' Qj YES

22. IS THE HgQUB-T BASED ON OTHCB PROBLEMS' YES QQ NO

23. HA* APPLICANT SUBMITTED ANY PREVIOUS REQUESTS FOfl COMPASSIONATE REASSICNMCNT OR DEFERMENT FROM O V E R S E A

• •RVICKt

[̂ 3 YES jJCj NO (II anmwtr if Yet, include date euamitted, cirownetwice* prompting the rtqutit. and action lokan.) -

DA ..?."» 247 9
Figure 11-1-6.1.
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4 OIVK REASONS FOR REQUESTIN6 A COMPASSIONATE REASSIGNMENT (It Illnea* ot tnlury It Inrolrtd, glta data el on tat, naturf,
aevarily, and outlook, and attach atalemant from atlandlag phytleian ).

On 13 July 1961, my father suffered a minor heart attack,; Our family doctor
stated that he would not be able to work full time when recovered from his
illness. My mother had to stop working in order to take care of my father* I feel
that if this transfer is approved that I would be more able to help out at home.
Camp Drum is 111 miles from my home.

IS. WHAT ATTEMPTS HAVE BEEN MADE BY APPLICANT TO REMEDY THK CONDITIONS, OTHER THAN APPLYING FOR A REAHION-
MENTt

I have been sending what money I could spare to nry mother and father*

26. WIUL THE APPLICANT WAIVER PROFICIENCY PAY (It appllcfblf) TO PERMIT REAHIONMENT IN AN ADDITIONAL MOS. PROVIDED

NO V A C A N C Y EXISTS AT REQUESTED STATION tN PROFICIENCY PAY MOST I 1 YES I I NO

27. IF REA.-SKSNME.NT UP PAR*. \1, AH *\«-2*0 IS NOT fcPPHOYHO, CJOttS THE ».PPV.1C».HT DEimS THE * PPLIC AT1ON TO BE CpH-

SIC1ERED FOR A PERMISSIVE RE A.SI CNMEMT UNDER PARA II. AR (14-240 __D YES ( ] NO. OR A HARDSHIP DISCHARGE

(AR 635-307) ££] YES !——I NO

28. REMARKS

29. INCLOSURES (Lltl arldonce eubmlllad.).

h Incl
1. Statement from Physician
*2. Statement from Rev Brown
*3- Statement from Red Cross
U. Statement (Underwood)

* Samples are not provided*

1 July 196].

GPO 862-137

figure 11-1-5.1—Continued.
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AR 600-17

S T A T E M E N T

"I, Ralph T. Underwood, RA 19 300 831, have read and understand
the provisions of AR 6lli-6 and hereby waive any and all claims
against the United States for any and all transportation costs for
myself, my dependents, my household goods, and my personal effects
incident to travel and shipment resulting from reassignment from
_______________ to _________ t _ as requested by me,
Y~fur"lih~e~r"Jagree""to waive any and all claims against the United States
for mileage allowances and/or per diem allowances both for myself
and my dependents,"

SIGNATURE

figure 11-1-5.%.
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AR 600-17

UHTEKWOOD, BALES T. 1st Xnd
RA 19 300 831 (1 Jul 61)
SUBJECT: Request for Compassionate Reassignment

HQ, Co B, lat Ba, 19th Inf, 99th Inf Div, Ft Miller, Utah, 2 Jul 6l

TBHU: tam-cudlng Officer, 1st En, 19th Inf, Ft Miller, Utah

TO: Contaanding General, 99th Inf, Ft Miller, Utah

1. Recommend approval,

2. Conduct £~fcjf^£&rt£s Efficiency

3* Soldier's MOS.

a. Primary: 111.10

t. Secondary: 112.10

c. Additional: Hone

d. Duty: 611.10

ka .Chls unit is overstrength In Ffc Underwood's MOS.

a. Authorized: 8? £3 111.10

h. Actual: 95 E3 111.10

5* Pfc Underwood Is not wider charges, Investigation, flagging
action under AR 600-31, or other administrative actions which nay
result In reassignment or separation.

Incl THOMAS V. LHWEH
nc Capt, Inf

Figure 11-1-5J.
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C 1, AR 600-17

Procedure 11-1-6
ENLISTED APPOINTMENTS NOT CHARGEABLE TO QUOTAS

1. Reference. AR 624-200.
2. Form. DA Form 1049 (Personnel Ac-

tion).
3. General. This procedure covers various

types of temporary and permanent appoint-
ments which do not require quotas. Enlisted
men recommended for appointment must be in
an appointable status as denned in AR 624-200.
Appointments will not be made in any grade
which would exceed the authorized TOE, nor
will a vacancy created through reduction re-
sult in more than one appointment in each
lower grade through E-4.

4. Procedure, a. Administrative reductions.
(1) After reduction is made within the

unit, the unit commander will inter-
view the soldier who has been reduced
to find out if he wishes to appeal the
reduction. If the soldier does wish to
enter an appeal, no appointment may
be made until, and unless, the appeal
is denied by the commander authorized
to take final action. In all cases ap-
pointment to fill this vacancy must
be made within 60 days of reduction
or the vacancy is forfeited. If the
soldier does not wish to appeal the
reduction then he must make a written
statement to this effect (fig. 11-1-6.1).

(2) The unit commander will determine
cumulative appointment vacancies
within his unit.

(3) If a vacancy does exist, the unit com-
mander may appoint up to grade E-4,
after verifying the soldier's eligibility
with PSD. For appointment above
grade E-4, the unit commander must
recommend such appointments to the
battalion commander. Recommenda-
tions will be submitted to battalion by
DA Form 1049 (fig. 11-1-6.2).

ifNote. Appointment to the grade E-7
resulting from a reduction may be accomp-
lished without regard to the current policy
which requires that a replacement be req-
uisitioned and notification received that a re-

11-22

placement in the appropriate grade cannot be
furnished. See AR 624-200.

(4) The unit will publish and make dis-
tribution of orders appointing to grade
E-4. In addition to the normal dis-
tribution of orders—

(a) One copy will be furnished the bat-
talion personnel staff NCO.

(b) Five copies for each EM appointed
will be furnished the PSD.

(5) Orders effecting an enlisted appoint-
ment require a morning report entry
in accordance with AR 335-60.

b. Appointment to Pfc (E-3),
( 1 ) The Personnel Management Branch of

the PSD will furnish the unit a DA
Form 1049 with the names of enlisted
men who are eligible for appointment
to Pfc E-3.

(2) The unit commander will review the
list of names to determine if he desires
to appoint the eligible enlisted men.
If the unit commander decides to ap-
point the enlisted men, he will—

(a) Have the company clerk publish a
unit order making the appoint-
ments.

(fa) Return the DF to the Personnel
Management Branch of the PSD in-
dicating the action taken and the
effective date of appointments.

(3) If the unit commander decides not to
appoint an enlisted man, he will re-
turn the DF to the Personnel Manage-
ment Branch of the PSD indicating
the reasons why he does not desire the
appointment to be made.

(4) The company clerk will make the ad-
ditional distribution of the orders as
indicated in a (4) above.

c. Lateral appointment. If the unit com-
mander desires that a noncommissioned officer
be laterally appointed to specialist for lack of
leadership and the noncommissioned officer
does not consent—

AGO 6798A
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(1) Submit a DA Form 268 (Report for
Suspension of Favorable Personnel
Actions) (Procedure 11-2-11).

(2) Submit a DA Form 1049 through bat-
talion headquarters to the PSD re-
questing that -the soldier appear be-
fore a classification board and indi-
cating why board action is necessary
(fig. 11-1-6.3).

(3) The classification board will be di-
rected and controlled by the classifica-
tion authority. The results of the

C 1, AR 600-17

board will be furnished the unit
through battalion headquarters.

(4) Upon receipt of the results of the
classification board—

(a) Remove flagging action by submit-
ting a final report (Procedure 11-
2-11).

(b) If a lateral appointment was ap-
proved as a result of the board, the
PSD will issue the necessary orders.

(c) Orders effecting a lateral appoint-
ment will require an appropriate
morning report entry in accordance
with AR 335-60.

AGO 5798A 11-22.1
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AR 600-17

S T A T B M E H T

I, the undersigned, do not Intend to appeal my reduction to the
grade of SERGEAHT (E-5).

U. v

JOHN R. MEADOWS
RA 11 l£0 231
Sgt, Co B, 1st Bn, 19th Inf

Figure 11-1-6.1.
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AR 600-17

P E R S O N N E L A C T I O N
(AR 340- IS)

D A T E

10 July 1961
F l LE R E F E R E N C E S U B J E C T

Underwood, Ralph T.
RA 19 300 831 ReccuBnendatian for Appointment

TO:

N R

1

CO, 1st Bet, 19th Inf
Fort Miller, Utah

FROM:
CO, Co Bn, 1st Bn, 19th Inf

.Fort Miller, Utah

P R O C E S S I N G A C T I O N S

1. Specialist Pour (E-l(.) Ralph T. Underwood, RA 19 300 831 is recommended_!•• r_ 1~^T_--" "^"--'- " " ****** \*-* ^V +l**'tjr*+ «• -•***-_»-•***»•-•»•

for appointment to the grade of Sergeant (E-5).

2. The following additional information is submitted:

a. R.OS: 112.10

b. IWOS: 112.60

c. TOE: 3 years

d. ETS: 3 Feb 62

e. DOR: Apr 59

f. Time in Grade: 1 year, 9 months

g. Educational level: ll̂  years

3. SPt Underwood performs all the duties of a k.2 mortar squad leader in a
superior manner* He vas promoted to Acting Sergeant due to his outstanding
ability and leadership. It is my belief that he Is fully qualified for pronotion
to Sergeant E-5.

THOMAS V. LINGEN
Capt, Inf

V5F PLAIN PAPBK FOR CONTINUATION OF CUWWBWTS

4-

DA.3?.. 1049

Figure 11-1-6.2.
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AR 600-17

P E R S O N N E L A C T I O N
(AR 340-15)

F I L E I N F E R E N C E S U B J E C T
Underwood, Ralph T.

om
1 December 1961

RA 19 300 831 Request for Classification Board Action
TO: FROM:

CO, 1st Bn, 19th Inf CO, Co B, let Bn,
Fort Miller, Utah Fort Miller, Utah

19th Inf

«B P R O C E S S I N G t c r i o w s

1 1. Request that Sgt (E-5) Ralph T. Underwood, RA 19 300 83! be laterally
appointed to Specialist Five (E-5) for lack of leadership.

2. Sgt Underwood IB attached to this unit from the 21st Medical Detachment,
19th Field Hospital, Fort Dundees, Texas.

3. Sgt Underwood is technically qualified In his prlanary MOS, but does not
demonstrate the leadership ability required of a noncommissioned officer.

k. On numerous occasions, I have talked to Sgt Underwood In regard to his
lack of leadership. Els barracks area is never ready for Inspection, nor are his
men. Each time this situation has been called to his attention he has stated that
le cannot control the men assigned to his platoon, and they never do anything he
asks them to do.

5. Sgt Underwood was advised of my proposed action and stated that be wanted
to retain his HCO status.

'I^ / J/

L Incl THOMAS W. LUfOEN ^ '
•Statement of Sgt Underwood Capt, Inf

*Ho sample provided.

'*""

USK pi.tiN PAPER fnx rrmTtNUATioN or COMMENTS

DA.?c"r«1049

Figure 11-1-GJ.
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C 1, AR 600-17

Procedure 11-1-7

ENLISTED APPOINTMENTS REQUIRING QUOTAS

1. References.
a. AR 310-10.
b. AR 624-200.
2. Form. DA Form 1049 (Personnel Act-

tion).
3. General, a. Enlisted men recommended for

appointment must meet the criteria set forth in
AR 624-200. Control will be exercised by ap-
pointment authorities to insure appointments
do not exceed local cumulative pay grade vacan-
cies, major command ceilings, or allotted quotas.
A recommendation for appointment will be sub-
mitted only as authorized in local command
directives.

6. The unit will receive an appointment al-
location from the next higher headquarters.
The letter of allocation will indicate the number
of appointments that may be made in each
grade. The letter will also contain a list of
MOS's in which appointments may not be ef-
fected, a roster of soldiers previously recom-
mended, and the latest date on which recom-
mendations will be submitted to the allocating
headquarters (fig. 10-1-1.1).

. Only the individuals whose names appear on
the roster as being eligible for appointment to grades
E-7 through E-9 may be considered. Appointment al-
locations for these grades are issued against a requisi-
tion and for a specific MOS.

4. Procedure, a. The method by which eligi-
ble soldiers are selected for appointment to pay
grade E-4 is at the discretion of the unit com-
mander. The unit commander may establish a
unit appointment board or may act individually
en recommendations submitted by designated
leaders within the unit.

(1) Check the Personnel Data Cards
(PDC) of the recommended soldiers
for flagging action under AR 600-31
and pending personnel actions. Ad-
vise the unit commander of any pend-
ing actions affecting the eligibility of
the soldier for appointment.

(2) Verify the eligibility of the soldier for
appointment from the criteria con-
tained in AR 624-200.

H-26

•j_r(3) Report the name of tne soldier se-
lected through the personnel staff
NCO, to the PSD by indorsement to
the letter of allocation in accordance
with instructions furnished by the
PSD.

(4) The PSD will verify the eligibility of
the soldier for appointment and in-
dorse the correspondence to the unit
for publication of orders.

(5) Effect the appointment on unit orders
in accordance with AR 310-10.

(6) The following distribution will be re-
quired in addition to the normal dis-
tribution of unit orders:

(a) One copy direct to the battalion per-
sonnel staff NCO.

(b) Five copies for each soldier ap-
pointed will be attached to the PSD
copy of the next morning report.

(c) One copy for the. unit morning re-
port suspense file (to be filed in
suspense under the day the appoint-
ment is effective).

b. The method by which soldiers are selected
for recommendation for appointment to pay
grades E-5 and above is determined by the
policies of the appointing authority and the
unit commander. Upon selection of a soldier to
be recommended for appointment within a
quota allocation from the battalion head-
quarters—

(1) Check the soldier's PDC for flagging
action under AR 600-31 or pending
personnel actions which might affect
his eligibility for appointment. Ad-
vise the unit commander if the sol-
dier's eligibility is affected.

(2) Verify the eligibility of the soldier for
appointment from the criteria con-
tained in AR 624-200, and the letter
of allocation. The PDC is used as a
source of data for establishing the
soldier's eligibility.

AGO 6798A
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if (3) Prepare a recommendation for ap-
pointment in original and 1 copy (fig.
11-1-7.1) unless otherwise instructed
by the battalion headquarters.

(4) Upon completion of action by the unit
commander—

(a) Remove 1 copy of the correspond-
ence for file.

(b) Submit the original copy to the bat-
talion headquarters.

(c) Annotate the reverse of the PDC in
red pencil "Rec for apmt to (grade
and date)."

ifc. The battalion personnel staff NCO will
notify the unit of the date, time and place that
an appointment board will be convened, if the
battalion uses a board for the selection of sol-
diers for appointment to grades E-5 through
E-7. He will also notify the unit of the date,
time, and place for the E-8 and E-9 board.

d. The first sergeant will—

C 1, AR 600-17

(1) Notify the soldier concerned of the
date, time, and place.

(2) Advise the soldier of the proper uni-
form to be worn.

ice. The appointing authority will cause
orders to be issued appointing the soldiers
selected for appointment to grades E-5 through
E-7. Orders effecting appointments to grades
E-8 and E-9 will be accomplished by the man-
agement specialist upon receipt of the selected
names from E-8 and E-9 Appointment Board.
Upon receipt of the unit distribution of the ap-
pointing order—

(1) Give 1 copy to the first sergeant so the
soldier may be notified in accordance
with unit policy.

(2) Place 1 copy in the morning report
suspense file under the effective date
of the appointment. The date of ap-
pointment is the date of the order un-
less otherwise specified in the body of
the order.
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AR 600-17

P E R S O N N E L A C T I O N
(AR 340-15)

F I L E R E F E R E N C E

Underwood, Ralph T.
RA 19 300 831

TO:
CO, 1st Bn, 19th Inf
Fort Miller, Utah

N f t

1

O t T E

S U B J E C T

Recoranendatlon for Appointment
FROM:

CO, Co B, 1st En, 19th Inf
Fort Miller, Utah

P R O C E S S NG t C T I O N S

1. UP AR 62^-200, SP k Ralph T. Underwood, BA 19 300 831, is wcoBmenoed for
appointment to SKROEABT E-5.

2. Bie following additional information is submitted:

a. BIOS: 112.10

b. D-OS: 112.60

c. TOS: 3 years

d. ETS: 3 Feb 6S

e. DOR: Apr 59

f . EDUCAHOV LEVEL: ___£ years

3. SPU Underwood performs all of the duties of a ^.2 Mortar Squad Leader
In a superior manner. He was appointed to Acting Sergeant due to his outstanding
ability and leadership. It is my belief that he is fully qualified for appointmen
to SEROBABT K-?.

k. SSk Underwood Is In an appolntable status.

5. This recoDBnendation is submitted in response to para 3, letter HQFiaf-XIX
dated 25 July 1961, subject: Quota for Temporary Appointments to Pay Grades E-4
thru B-7.

97! •« //-^
3HOMAS W. UH3EH
Capt, Inf

.y

USE PLAIN i-Arf.K pnir covr/.viMrmv or COIIMEVTS

DA.?-? ..1049

11-28

Figure 11-1-7J.
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AR 600-17

Procedure 11-1-8

ENLISTED EVALUATION SYSTEM

1. References.
a. AR 611-203.
6. AR 611-205.
c. AR 611-208.
2. Forms.
a. DA Form 1049 (Personnel Action).
6. DA Form 2165 (MOS Proficiency Test

Roster).
c. DA Form 2166 (Commander's Evaluation

Report).
3. General, a. The Enlisted Evaluation System

is a method for determining the competence of en-
listed personnel in their MOS. Details of the MOS
testing procedure and its objective are contained in
AR 611-205.

6. The objective of the proficiency pay program
is to attract and retain in the service enlisted per-
sonnel trained in occupations of critical importance
to the service, and personnel who have demon-
strated outstanding effectiveness in any assigned
skill regardless of criticality.

c. The results obtained in MOS evaluation are
used as a criterion of eligibility to receive pro-
ficiency pay, to verify primary MOS, and may be
used as an appointment criterion.

d. Awards and withdrawals of proficiency rating
designators will be announced in special orders
published by the PSD.

4. Procedure, a. When an MOS Evaluation
Test is scheduled, the PSD will notify the unit and
furnish a roster of the personnel eligible to be tested.

(1) The list of eligible personnel will have an
incomplete DA Form 2166, Commander's
Evaluation Report (CER), attached .for
each name on the list.

(2) The CER's will be completed in accord-
ance with Procedure 11-1-4.

(3) Attach all complete CER's to the letter of
transmittal and return the correspondence
to the PSD in accordance with instructions
furnished by the PSD.

b. The PSD will send an MOS Evaluation Test
Aid Pamphlet for each soldier scheduled to be
tested. The unit commander will insure the
availability of the MOS evaluation test aids—

(1) Furnish the appropriate pamphlet to each
soldier to be tested.

(2) Advise the soldier that it is his responsi-
bility to prepare himself for the test.

AGO 8383A

(3) Inform the soldier of any special study
course scheduled by the installation or
study groups being formed within the
unit.

c. When a schedule for testing has been estab-
lished, the PSD will notify the unit of the soldiers
to be tested and of the date, time, and place of the
testing session. The soldiers scheduled for testing
should be notified in accordance with unit pro-
cedures.

(1) Post the test roster and instructions for
reporting on the unit bulletin board for
information.

(2) Insure that instructions are provided for
individuals who are scheduled for duty on
the date they are to be tested.

d. When evaluation scores are received from the
PSD, each soldier must be informed of his score in
accordance with unit procedures. The test results
may be posted on the unit bulletin board according
to the desires of the unit commander.

(1) Those soldiers who failed to attain a
qualifying score of 70 or above will auto-
matically be identified by the PSD for
appropriate board action.

(2) The unit will be notified of the action to
be taken in each case where a soldier must
appear before a board;

e. Soldiers eligible for award of a proficiency
rating, or who retain their rating on evaluation,
will be identified by the PSD when the minimum
qualifying scores are announced by Department of
the Army. The PSD will furnish the unit roster
listing the eligible soldiers and a letter of instruc-
tions.

(1) Identify those soldiers on the roster who
are recommended for proficiency rating
designator (PRD) P2, and not performing
duty in an authorized TOE position for
their primary MOS (PMOS). These sol-
diers are not eligible to receive PRD P2
unless their duty assignment is changed
(AR 611-208).

(2) Check the reverse of the Personnel Data
Card (PDC) of each soldier listed on the
roster to insure there is no flagging action
under AR 600-31.

(3) Furnish the annotated roster to the unit

11-29
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AR 600-17

commander for his determination of those
soldiers to be awarded a proficiency rating.

(4) Prepare the unit commander's reply to
the PSD as a comment on the letter of
instructions, in original and 1 copy.

(5) Upon completion of the unit commander's
comment—

(o) Remove 1 copy of the comment for file.
(6) Forward the original to the PSD.

/. Withdrawal of proficiency ratings PI or P2
will be initiated by the PSD under the eircum-
stances prescribed in AR 611-208.

g. All awards or withdrawals of proficiency rat-
ings will be accomplished on special orders pub-
lished by the PSD. On receipt of such orders in

the unit—
(1) Furnish the unit commander a copy of the

order.
(2) Furnish the soldier concerned a copy of

the order.
(3) Accomplish the appropriate morning re-

port entries required by AR 335-60 on the
effective date of the order.

(4) Change the proficiency rating designator
on the PDC.

(5) Annotate the Personnel Information Ros-
ter and check with the soldier's immediate
superior concerning any proposed change
in duty assignment, if not already accom-
plished.

11-30 AGO 8383A

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil



AR 600-17

Procedure 11-1-9

EXCHANGE ASSIGNMENTS

1. Reference. AR 614-6.
2. Form. DA Form 1049 (Personnel Action).
3. General. An individual assigned within the

continental United States may request an exchange
reassignment ("swap assignment") with another
individual at a different station within CONUS for
mutual convenience. Assignments of this type are
not considered in the best interest of the Govern-
ment, therefore all expenses incident to travel, ship-
ment of household goods, etc., will be borne by the
individual concerned. All commanders concerned
must concur in the proposed exchange assignment
and establish a mutually agreeable date of reassign-
ment. Preliminary agreement between the two
individuals concerned will be arranged on a person-
to-person basis and only one individual will submit
an application.

4. Procedure, a. Prior to initiation of a request
the soldier must have in his possession a statement
from the individual with whom he wants to ex-
change assignments. The statement must meet the
requirements of AR 614-6 and must contain name,
grade, PMOS, unit and station (fig. 11-1-9.2).

b. Inform the soldier that all expenses incident
to reassignment will be paid by him and that travel
time is not authorized; however, he may be granted
ordinary leave, during which all travel is to be
accomplished. If the soldier does not have sufficient
accrued leave he must submit a request for advance
leave or excess leave (Procedure 11-2-4).

c. Advise the soldier that if his request is ap-
proved he must make all arrangements for shipment
of household goods by commercial means, and that
Government facilities will not be utilized.

d. Prior to initiating DA Form 1049 (fig.
11-1-9.1), insure that both men have the same
grade and MOS as required by AR 614-6.

e. Interview the soldier as necessary to obtain
the information for the application and verify basic
data from the Personnel Data Card (PDC). Check
reverse of PDC for flagging or pending personnel
actions.

/. Have the soldier read and sign waiver of
Government payment of expenses incident to reas-
signment (fig. 11-1-5.2).

g. Obtain information for Comment 2 from the
Personnel Data Card (PDC) and the unit com-
mander. The unit MOS inventory data can be
computed from the monthly Personnel Information
Roster.

h. Prepare application in original and 5 copies
and have the soldier sign original.

i. On completion of Comment 2 by unit com-
mander (fig. 11-1-9.1—Continued)—

(1) Remove a copy of correspondence for unit
files.

(2) Forward application in original and 4
copies through battalion headquarters to
the PSD.

(3) Annotate the PDC on the reverse in red
pencil, "Req for exch reasgmt sbm (date)."
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AR 600-17

P E R S O N N E L A C T I O N
(AR 340- 1 5)

(h lE R E F E R E N C E S U B J E C T

Underwood, Ralph T.
RA 19 300 831 Request for Exchange Assignment

D A T E

1 Julv 1961

TO: FROM:
CO, Co B, 1st Bn, 19th Inf Mc ^P" T" Underwood, RA 19 300 83L
Fort Miller, Utah Co B , 1st Bn, 19th Inf

Fort Miller, Utah
N R P R O C E S S I N G A C T I O N S

1. 1. UP para 24, AR 614-6, I request an exchange assignment to Camp Drum,
New York.

2* I have made person-to-person contact with another service member who has
the same MOS , grade and qualifications that I have. His statenent is attached
as Incl 1.

3. The following information is furnished on the service
transfer is to be effected with:

NAME: Howard W, Smith
GRADE: Pfc E-3
PMOS: UI. 10
UNIT: HQ Co, USA Garrison (2431)
STATION: Camp Drum, N.X.

member this

4- I understand that I must pay all costs involved in this PCS and that no
reimbursement is authorized for travel or transportation of myself or my dependente
My statement is attached as Incl 2.

2 Incl RALPH T. UND1-RWOOD
aa RA 19 300 831

Pfc, Co B, 1st Bn, 19th Inf

2 THRU: CO, 1st Bn, 19th Inf FttOM: CO, Co B, 1st Bn, 19th Inf 1 Jul 61

TO: CO* 99th Inf Div
ATTN: AG-PSD

1. Recommend approval.

2. Conduct C?&'&t&![*t& Efficiency &&{£•&&*<&£'

3. Soldier1 s MOS:

a. Primary: in.10

b. Secondary: None

WSE PLAIN PAPER FOR CONTINUATION OF COMMENTS

DA.?c"r.,1049 KDlt lQN Qf I O C T 53. WHICH IS OD5OLCTE

Figure 11-1-9.1.

11-32 AGO 8383A

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil



AR 600-17

2 Underwood, Ralph T.
RA 19 300 831
SUBJECT: Request for Exchange Assignment

c. Additional: Hone

d. Duty: 611.10

U. This unit is overstrength in soldier's MOS:

a. Authorized: 86 E-3 111.10

b. Actual: 9k E-3 111.10

5. Pfc Underwood Is not under charges, Investigation, flagging action under
AB 600-31, or administrative actions vhich may result in reassignment or separation.

2 Incl OHOMAS V. USSBS
nc Capt, Inf

Figure 11-1-9.1—Continued.
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AR 600-17

A T E M E N

I, the undersigned, agree to this exchange assignment with
Pfc Ralph T. Underwood, RA 19 300 831, who is presently stationed
at Fort Miller, Utah,

If tills request is approved I understand that expenses Incident
to this assignment will be borne by ma* I further understand that
any time used as travel between duty stations will be charged against
me as ordinary leave.

The following personal data required by AR 6Ui-6 is submitted.

NAME: Howard W. Smith
GRADE: Pfc (E-3)
PMOS i 111,10
CHIT: HQ Co., USA Garrison (2li31), Camp Drum, N.T.

HOWARD W. SMITH
RA 11 365 101
Pfc E-3

Figure 11-1-9.t.
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AR 600-17

Procedure 11-1-10
INTRADIVISIONAL REASSIGNMENT

1. Reference. AR 614-6.
2. Form. DA Form 1049 (Personnel Action).
3. General. A soldier may request an intradivi-

sional reassignment when he can be utilized in
another organization within the division. Reassign-
ment of enlisted personnel between units located
at the same station, installation, or activity, may
be effected by the commanders of battalions,
divisions, etc., without regard to the policy restric-
tions or assignment limitations imposed on per-
manent change of station, provided such reassign-
ment will not result in a permanent change of
station for the individual concerned.

4. Procedure, a. The first orderly room action
on a request for reassignment within the division
should be an interview by the first sergeant and
unit commander.

(1) Remove the soldier's Personnel Data Card
(PDC) from the file in order to—

(a) Determine whether there are any pend-
ing personnel actions.

(b) Provide a source of information on the
soldier's personal status as a supplement
to the interview.

(2) The interview with the unit commander
will be arranged according to unit policy.

b. Prepare the soldier's request for reassignment
on DA Form 1049 in original and 3 copies (fig.

11-1-10.1).
(1) Verify the basic personal data from the

PDC.
(2) Check the reverse of the PDC for flagging

action or pending personnel actions.
(3) Have the soldier sign the request and tell

him that he will be informed of the final
action on his request.

c. Prepare the unit commander's comment based
on the results of the interview (Comment 2, fig.
11-1-10.1).

(1) The status of the soldier's PMOS in the
unit should be indicated as "Authorized
(number) and Actual (number)." This
information may be, computed from the
posted monthly Personnel Information
Roster.

(2) If the soldier's PMOS is not authorized in
the unit TOE, the unit commander's com-
ment should so state.

d. Upon completion of the unit commander's
comment—

(1) Remove a copy of the correspondence for
the unit file.

(2) Forward the original and 2 copies to the
battalion headquarters.

(3) Annotate the reverse of the PDC in red
pencil "Reg for reasgmt sbm (date)."
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AR 600-17

P E R S O N N E L A C T I O N
CAR 340-15)

F I L E R E F T R E N C E S U B J E C T

0»TE
1 December 1961

Underwood, Ralph T. Request for Reassignment

TO:
CO, Co B, 1st Bn, 19th Inf
Fort Miller, Utah

N R

1

2

Sgt Ralph T. Underwood, RA 19 300 831
Co B, IstBn, 19th Inf
Fort Miller, Utah

P R O C E S S I N G A C T I O N S

1. Under the provisions of AR 6_JH> It Is requested that I be reassigned to
Headquarters and Headquarters Company, 2d Battalion, 19th Infantry, Fort Miller,
Utah.

2* My primary MOS Is not authorized In the TOE of this organization and I am
currently performing duty in an additional MOS. The unit to which I am requesting
reassignment has an authorised vaoanoy In ny FM03 *

JH J .X? -̂- —— • / S .*

&W%^i
RALPH T. UNDERWOOD
RA 19 300 831

W

^̂ .'S*e»-*'A_,

Sgt, Co B, 1st Bn, 19th Inf

TO* CO, 1st Bn, 19th Inf FRQMi 00, Co B, 1st Bn, 19th Inf

1. Recommend approval.

2 . Conduct Efficiency

3. Status of soldier:

a. VFMOSi 6U3.60

b. Dutyi U1.60

o. SHOSi 716.60

d. AMOS i 111.60

e. BT3i Jul 6U

•

k Dec 61

lu Status of soldier's PMOS In unite

a. Authorized! None

b. Actual! One

USE PLAIN PAPER FOIt CONTINUATION OF COMMENTS

DA.2?»1049
Figure 11-1-10.1.

11-36 AGO 8383A

SimS
Pencil

SimS
Pencil



AR 600-17

2 Underwood, Ralph T.
RA 19 300 831
SUBJECT: Bequest for BeasslgBnent

5. Sgt underwood IB not under charges, Investigation, flagging action under
AR 600-31, or adndnletratlve action which may result In reassignment or separation.

SEGMAS V. LXHS.
Oapt- Inf
Co-Bonding

Figure 11-1-10.1—Continued.

AGO 8383A 11-37

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil



AR 600-17

Procedure 11-1-11
PERMISSIVE REASSIGNMENT

1. Reference. AR 614-6.
2. Form. DA Form 1049 (Personnel Action).
3. General. Soldiers assigned within the con-

tinental United States may request reassignment to
another station in the United States when personal
problems present a need for such reassignment, but
they do not have sufficient basis for a compassionate
reassignment. A permissive reassignment is not
considered in the best interests of the Government
and the soldier will be required to pay all costs of
the move including transportation of household
goods, movements of dependents, etc. Travel time
is not authorized for a permissive reassignment but
ordinary leave may be granted to accomplish the
travel. This type of reassignment request may be
submitted only when an appropriate grade and
MOS vacancy exists at the station to which reas-
signment is desired. Inquiries will not be initiated
through official correspondence nor will installation
commanders be queried by personal letters.

4. Procedure, a. The first orderly room action
on any application for reassignment is a personal
interview by the unit commander according to unit
procedures.

6. Prior to actual submission of the application,
the soldier must obtain documentary evidence to
establish the existence of family problems neces-
sitating reassignment. If a prior request for com-
passionate reassignment was disapproved, the same

documentary evidence may be used for permissive
reassignment.

c. Interview the soldier as necessary to obtain in-
formation for the application (fig. 11-1-11.1) and
verify his eligibility from AR 614-6.

d. Have the soldier read and sign waiver of
Government payment of expenses incident to re-
assignment (fig. 11-1-5.2).

e. Inform the soldier that if he does not have
sufficient accrued leave time to accomplish travel
to new duty station he must request advance or
excess leave (Procedure 11-2-4).

/. Prepare the application in original and 5 copies
using information furnished by the soldier.

g. Obtain information for Comment 2 (fig. 11-1-
11.1) from the Personnel Data Card.

(1) Check the reverse of the card for flagging
action or pending personnel actions.

(2) Data concerning the unit MOS inventory
may be computed from the monthly Per-
sonnel Information Roster.

h. On completion of Comment 2—
(1) Remove a copy of application for unit file.
(2) Forward application in original and 4

copies through battalion headquarters to
the PSD.

(3) Annotate reverse of PDC in red pencil,
"Req for perm reasgmt sbm (date)."

J
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AR 600-17

PERSONNEL A C T I O N
(AR 340-15)

D * T E
21 July 1961

F I L E R E F E R E N C E S U B J E C T

Underwood, Ralph T. Request for Peiwisslve Reassignment
RA 19 300 831

TO:

CO, Co B, 1st Bn, 19th Inf
Fort Miller, Utah

N R

1

2

^?fo Ralph T. Underwood, RA 19 300 831
Co B, 1st Bn, 19th Inf
Fort Miller, Utah

P R O C E S S I N G A C T I O N S

1* UP para 22, AR 6LU-6, I request a permissive reassignment to Gamp Drum,
New Tork*

2* On 12 July 1961 my father suffered a minor heart attack, our family
doctor stated that he would not be able to work full time when he recovers from
his illness* My mother had to stop working in order to take oare of my father*
I feel if this transfer is approved that I would be more able to help out at
home* My home is Hi miles from Camp Drum, New York* Statement of our family
physician is attached as Inclosure 1.

k Inol RALPH T* UNDERWOOD
#1, Statement of Dr. Lee RA 19 300 831
*2« Statement of Rev Brown
#3* Statement fr Red Cross

U. Statement of EM

*No samples provided.

Pfo, Co B, 1st Bn, 19th Inf

THRETi CO, 1st Bn, 19th Inf FROM: 00, Co B, 1st Bn, 19th Inf 22 Jul 61

TO: CG, 99th Inf
AT.N: AG-PSD

1* Recommend approval.

2. Conduct Efficiency

3. Soldier's MOS:

a* Primary: 111.10

b. Secondary: None

o . Additional: None

d. Duty: 631.10

USE PLAIN PAPER FOR CONTINUATION OF COMMENTS

DA FORH 1 O4 9 REPLACES. EDITION. DF J QCI B_. WHICH t» OBSOLETE

Figure 11-1-11.1.

CPO -.in* o- J«IH
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AR 600-1?

2 Underwood, Balfh T.
RA 19 300 831
ttUJUKUV: Request for Pemlaslve Beasslgnaent

k. Ibis unit Is over strength In soldier's MOS:

a. Anthorired: 86 B-3 111.10

t. Actual: 9* E-3 111.10

5* Pfc Underwood Is not under charges, investigation, flagging action
under AR 600-31, or other administrative actions which may result In reaas-_g_nnent
or separation.

k Incl THOMAS ¥. 13X3*
no Capt, Inf

Figure 11-1-11.1—Continued.
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AR 600-17

Procedure 11-1-12
RETESTING WITH ARMY CLASSIFICATION BATTERY

1. Reference. AR 611-203.
2. Form. DA Form 1049 (Personnel Action).
3. General. Retesting with the Army Classifica-

tion Battery is authorized only under the conditions
set forth in appendix I, AR 611-203.

4. Procedure, a. Verify from appendix I, AR
611-203, that retesting is authorized as requested
by the soldier. Resolve any questions by verbal
inquiry to the personnel staff NCO at the next
higher headquarters.

b. Prepare the request for retest in original and 3
copies for the soldier's signature (fig. 11-1-12.1).

c. Submit the request to the unit commander for
approval.

d. Upon approval of the request by the unit
commander, prepare Comment 2 with the unit com-
mander's recommendation and statement of the
soldier's duty performance (fig. 11-1-12.1).

e. Upon approval of Comment 2 by the unit
commander—

(1) Remove 1 copy of the correspondence for
the unit suspense file (7-day suspense).

(2) Forward the original and 1 copy to the
PSD.

/. Inform the soldier of the date, time, and place
of administration of the tests as subsequently
directed by the PSD.

AGO 8383A
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AR 60<M7

PERSONNEL ACTION
(AR 340-15)

F I L E REFERENCE
Undervood, Ralph T.
RA 19 300 831

TO:
CO, Co B, 1st Bn,
Port Miller, Utah

19th Inf

DATE
1 December 1961

SUBJECT

Army Classification Battery Retest
FWM:Pfc Ralph T. Undervood, RA 19

Co B, 1st Ba, 19th Inf
Fort Miller, Utah

300 831

P R O C E S S I N G A C T I O N S

1. Under the provisions of paragraph lOb and Appendix I, AR 611-203. request
that I be retested with the Army Classification Battery.

1961.
2. I successfully completed the high school level GED test on 1$ Hovember

RALPH T. UHDE-RWOOD
RA 19 300 831
Pfc, Co B, 1st Bn, 19th Inf

TO: CG, 99th Inf Div FROM: CO, Co B, 1st Bn, 19th Inf
ACT: AO-PSD

1. Reconnend approval.

2 Dec 6l

2. Individual meets the criteria set forth In paragraph 3, Appendix I,
AR 611-203.

3. Individual's duty performance and general behavior Indicate that he
should attain higher scores vhen retested.

O-EtOMAS W.
Capt, Inf

USF. PLAIN PAPER FOR CONTINUATION OF COMMENTS

DA.?c?.,1049 R E P L A C E S eDITION OF 1 OCT B3. WHICH IS OBSOCEIE

Figure 11-1-lt.l.
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AR 600-17

Procedure 11-1-13

SERVICE SCHOOLS

1. References.
a. AR 350-22.
b. Alt Gil-201.
c. AH 011-203.
d. AU til 1-215.
e. DA Pam 20-21.

, 2. Form. DA Form 1049 (Personnel Action).
3. General. Individuals may submit applications

to attend any service school to further their knowl-
edge in specific fields, or to obtain new knowledge
of specific fields. The soldier must meet prerequi-
sites established for the course he is requesting.
Prerequisites for all courses are found in DA Pam
20-21 (Army School Catalog).

4. procedure, a. The criteria for attendance at
an Army school may be obtained by telephone from
the training ISiCO, S3 Section, Battalion Head-
quarters. 'Ihe unit training NCO should telephone
and request—

(1) Course number and title.
(2) School administering the course.
(3) Prerequisites for the course.
(4) Length of the course.
(5) Information on similar locally conducted

schools.

6. Have the soldier read the prerequisites for the
course and be sure that he meets all prerequisites
in both DA Pam 20-21 and AR 611-215. The
soldier should be interviewed by the unit training
officer to establish an estimate of his motivation
for completion of the course.

c. Prepare the application in original and 4 copies
(fig. 11-1-13.1).

d. Obtain the information for Comment 2 from
the unit training officer.

(1) Check the reverse of the Personnel Data
Card (PDC) for pending personnel ac-
tions or flagging action.

(2) The MOS status of the unit may be com-
puted from the posted monthly Personnel
Information Roster.

e. When the unit commander has completed
Comment 2 of the request—

(1) Annotate the reverse of the PDC in red
pencil, "Req for svc sch sbm (date)."

(2) Remove 1 copy of the correspondence for
the unit file.

(3) Forward the application in original and
3 copies to the battalion headquarters.

AGO 11-43
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AR 600-17

P E R S O N N E L A C T I O N
(AR 340-15)

F l L E R E F E R E N C E S U B J E C T
Undervood, Ralph T.
RA 19 300 831 Request to Attend Service

D A T E

1 December 196l

School
T0: FBOM: Pfc Ralph T. Undervood, RA 19 300 83!

CO, Co B, let Bn, 19th Inf Co B. 1st Ba, 19th Inf
Fort Miller, Utah j^-j. Mtner/ rj^g^

N f i

1

2

P R O C E S S I N G A C T I O N S

1. Under the provisions of Section III, AR 611-215 aad DA Pamphlet 20-21,
request I be permitted to attend Course Number lR-3^3**- (Surface to Surface
Missile), at Tuma Test Station, Tuma, Arizona.

2. I have read, and believe that I meet all necessary prerequisites required
by the above regulations.

RALPH T. UHDERWOOD
RA 19 300 831
Pfc, Co B, 1st Bn, 19th Inf

THRU: CO, 1st Bn, 19th Inf RCH: CO, Co B, 1st Bn, 19th Inf 4 Dec 6l

TO: 00, 99th Inf Div
A9-TR: AQ-PSD

1. Recommend approval.

2. Conduct Efficiency

3. Status of soldier's MOS in this unit:

a. Authorized: 111.10 E-3 89

b. Actual: 111.10 E-3 8?

k. Upon completion of school training the services of this soldier cannot be
utilized by this unit.

5. A replacement for Pfc Undervood vill be required if this request is
approved.

6. Pfc Undervood is not under charges, Investigation, flagging action under
AR 600-31, or administrative actions vhich may result in reassignment or
separation*

/-X/>// tf J, f£*. -^ /*
THOMAS V. LINGJJi
Capt, Inf

*><,-<.

US/-/ ri.Al"! FAPF.f Ff)R CONTINUATION Ol' COMMENTS

Figure 11-1-1S.1.
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AR 600-17

Procedure 11-1-14
SPECIAL ASSIGNMENTS

1. References.
o. AR 611-50.
b. AR 611-214.
c. AR 614-212.
d. AR 614-6.
2. Forms. The forms used will depend on the

regulation under which the request is submitted.
3. General. This procedure governs the sub-

mission of applications for assignment to Military
Missions, Advisory Groups, International and Joint
Headquarters, Reserve Component and Reserve
Officers Training Corps duty. These procedures
may also apply to other types of special assignments
not specifically mentioned herein. Any question
concerning these assignments may be referred to the
battalion personnel staff NCO.

4. Procedure, a. A soldier desiring a special
assignment should first be required to read the
governing regulation. He should be assisted in
interpreting any part of the regulation relating to
the criteria for, or conditions of, the assignment.
The soldier must consider himself and his de-
pendents fully qualified and highly motivated for
the assignment.

b. Arrange an interview by the unit commander
according to unit policy.

(1) Furnish the interviewing officer the appli-
cable regulation so he may first familiarize
himself with the stringent personal stand-
ards required of individuals applying for
special assignments.

(2) Furnish the interviewing officer the
soldier's Personnel Data Card (PDC).

(3) A subsequent interview with the soldier's
adult dependents is required for certain
assignments.

c. The unit commander will determine from the
information available at unit level, and from the
interview, if the soldier appears qualified for the
assignment.

d. Contact the battalion personnel staff NCO
and arrange an appointment for the soldier with the
personnel management team specialist, PSD.

e. The Personnel Management Branch of the
PSD will check the soldier's official records and
assist him in preparation of the application. A
list of instructions for the processing of the applica-
tion will be furnished the unit.

AGO 8383A 11-45

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil



AR 600-17

Procedure 11-1-15
TEMPORARY DEFERMENT FROM FOREIGN SERVICE

1. Reference. AR 614-30.
2. Form. DA Form 1049 (Personnel Action).
3. General. Under the provisions of section III,

AR 614-30, a soldier may be granted a temporary
deferment from oversea service when compliance
with'such orders will impose undue hardship upon
the individual or his family. Criteria for determin-
ing "hardship" are set forth in AR 614-30. In no
case will AR 614-30 be used as a means of affording
individuals an unjustified delay in departure from
their home stations. To avoid excessive loss of
time in processing approved requests for deferment,
every effort will be made to expedite the forwarding
of applications.

4. Procedure, a. The first orderly room action
on any application for deferment is a personal inter-
view by the unit commander according to unit
procedures.

b. Prior to actual submission of the application,
the soldier must obtain documentary evidence, in
accordance with AR 614-30, to establish the exist-
ence of family problems necessitating deferment
(figB. 11-1-15.2 and 11-1-15.3).

c. The soldier must make a statement as to
whether or not request for deferment from this or
another oversea assignment has ever been submitted
and the action taken in response to such a request
(fig. 11-1-15.1).

d. Based on information provided by the soldier,
type the request on DA Form 1049 in original and
2 copies.

e. The unit commander's indorsement will in-
clude information as prescribed by AR 614-30
(Comment 2, fig. 11-1-15.1). Check the Personnel
Data Card (PDC) for flagging action or pending
personnel actions.

/. On completion of Comment 2 by the unit
commander—

(1) Remove a copy of correspondence for unit
files.

(2) Forward application in original and 1 copy
through battalion headquarters to the

• PSD.
(3)' Annotate reverse of the PDC in red pencil

"Req for deferment o/s sbm (date)."
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AR 600-17

PERSOKNEL ACTION
(AR 340-15)

D A T E

1 July 1961
F l L E R E F E R E N C E

Undervood, Ralph T.
RA 19 300 831

SUBJECT

Request for Temporary Deferment from Oversea Levy
TO:

CO, Co B, let Bn, 19th Inf
Sort Miller, Utah

FROM: Pfc Ralph T. Underwood, RA. 19 300 831
Co B, 1st Bn, 19th Inf
Sort Miller, Utah

PROCESS ING ACT IONS

1. UP para 10, Section III, AR 6Ui-30. I request a 30-day temporary defer-
ment. I am levied for overseas on 3 August 1961 and scheduled to report to the
Fort of Debarkation on 1 August 1961.

2. My reason for this request is that my wife is in her 8th month of preg-
nancy. The baby is due o/a 1 August 1961 and I have two other children who must
be taken care of while my wife is in the hospital. After the birth of the baby,
my wife vill be unable to take care of our two older children; one is 5 and the
other is 2 years of age. The doctor has informed me that my vife vill have to
remain in bed approximately 10 to 14 days upon her release from the hospital*

3* My mother is my only living relative, and she lives in Buffalo, New York*
I cannot afford to pay her transportation here to take care of ray vife and
children for a month or wore.

4. My home address is: 1931 Barber Street, Salt lake City, Utah.

5. I have not submitted a request for a temporary deferment on this levy nor
have I made a previous request resulting in deferment from oversea assignment.

2 Incl
1. Ltr from Doc
2. Affidavit fr Mrs. Smith

RALHI T. UNDERWOOD
RA 19 300 831
Pfc, Co B, 1st Bn, 19th Inf

IHRU: CO, 1st Bn, 19th Inf SBOM: CO, Co B, 1st Bn, 19th Inf 1 Jul 6l

TO: CG, 99th Inf Div
ATTN: AG-PSD

1. Recommend approval.

2. Subject BW IB on HQ, 99th Inf Div SO 103 (oversea levy) and is charged
against August allocation of CGUSASBVEK (USAREUR).

2 Incl
nc

THOMAS W. LINGEN
Capt, Inf
CcB-tnanding

USE PLAIN PAFF.K FOR CONTINUATION OF COMMENTS

DA REPLACES EDITION OF 1 OCT S3. WHICH IS OHSOU£TE

Figure 11-1-16.1.
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AR 600-17

S T A T E M E J T T

I have been the attending physician for Pfc Ralph T. Undervood'e
vife during and prior to her pregnancy. Mrs. Undervood1 s condition
Is such that the birth will be caeearean section. After such a
birth, the mother moat have at least 10 to 14 days rest after re-
lease free the hospital.

It Is of the greatest Importance that Pfc Underwood be granted
a 30-day deferment, vhlch vould allotr his vife tine to recover* Z
feel that 30 days vould be sufficient tine for Mrs* Underwood to
recover sufficiently to take care of her two other children.

BCBOLD J. JCHHSOB, MD
Major, US
Attending Physician

Figure 11-1-lSJt.

H-48 AGO 838SA

SimS
Pencil

SimS
Pencil

SimS
Pencil



AR 600-17

AFFIDAVIT

Pfc Undervood has lived next door to me for over a year nov;
at the present time his wife Is pregnant, and cannot do very much
work around the boose without the help of Ralph. Mr. and Mrs,
Underwood have two other small children to take care of also.
Mr. Undervood Informed me that he may go overseas shortly and asked
if I vould take care of his two children while his vife is in the
hospital, and for about two veeks after she cones out. I vill be
leaving this area myself about the sane tine that Mr. Undervood will
be leaving and I an therefore unable to maet his request.

.•4. SMITfl
visiting Burse
Child Welfare Departaent

Figure 11-1-15.3.
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AR 600-17

Procedure 11-1-16

VERIFICATION AND USE OF PERSONNEL INFORMATION ROSTER

1. References.
a. AR 611-203.
b. AR 600-16.
c. DA Pam 600-8.
2. Forms.
a. Personnel Information Roster (Machine) DA

2472 (app. 6-II).
b. Personnel Information Roster (Manual) (fig.

3-11.1. DAPam600-8).
3. General. The Personnel Information Roster

is a monthly roster listing basic information on all
officer and enlisted personnel assigned to each
company of the division. It is a means of communi-
cation between the PSD and a commander or staff
supervisor regarding personnel management activi-
ties. The roster is maintained on a day-to-day
basis to indicate forwarding of requests for reclassi-
fication or reassignment; approval of OJT; posting
of special orders; changes of duty titles or duty
MOS; recommendations for appointment, conduct,
and efficiency ratings; and remarks pertaining to
qualification in DMOS.

4. Procedure, a. Upon initial receipt of the
letter from the PSD (fig. 11-1-16.1) with 4 copies
of the Personnel Information Roster—

(1) Verify entries on the roster by checking
against the preceding month's posted
roster.

(2) Correct errors by drawing a single line
through erroneous data and printing cor-
rect information.

b. In addition to the sources of information in
paragraph 3, check with the first sergeant and unit
commander for any other information or actions
the unit commander desires in the "Remarks"
column.

c. Print information from the previous month's
posted roster and additional information and ac-
tions desired by the unit commander in the "Re-
marks" column on all copies of the roster.

d. Prepare an indorsement to return the rosters
to the PSD (fig. 11-1-16.1).

e. Attach all copies of the roster and give to the
first sergeant to check for accuracy and proper
content.

/. When the first sergeant has completed check-
ing the correspondence, submit it to the unit com-
mander for verification and signature.

g. After receipt of the signed correspondence and
attached rosters from the unit commander—

(1) Dispatch the original and 1 copy of the
letter, and the original and 2 copies of the
roster to the PSD.

(2) Retain 1 copy of the PSD letter in the
unit files.

(3) Retain 1 copy of the roster to be used as
a work copy. Keep the roster posted
daily by entering changes in duty MOS,
reclassification and reassignment actions,
requests for OJT submitted to the com-
mander, special orders, conduct and effi-
ciency ratings, and other appropriate re-
marks as directed by the unit commander.

h. The PSD will take appropriate action on the
annotated roster and return 1 copy of the roster
indicating the action has been accomplished or is
pending. Upon receipt of the copy of the com-
pleted roster from the personnel management team
specialist—

(1) Route the roster to the first sergeant and
the unit commander for information rela-
tive to action completed by the PSD, and
requests from the PSD for action to be
accomplished by the unit.

(2) Withdraw file copy of the letter referred
to in 0(2) above, and destroy.

(3) Post comments from the returned roster
to the work copy 0(3) above, and file the
returned roster in the unit files for 3
months, then destroy.

t. Upon receipt of the next month's completed
roster from the PSD, repeat the maintenance pro-
cedures.
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HEABOPARTBRS.
99TH ZHPAHTBT DIVISION

FORT MILLER. UTAH

6 May 1961

SUBJECT: Verification of Personnel Information Roster

TO: Commanding Officer
Company C, 2nd Battalion
19th Infantry
Port Miller, Utah

1* Four (It) copies of a Personnel Information Roster for your
organization are attached for verification and comment.

2. It la requested that the Information on the roster be
verified and changes and/or discrepancies noted in the remarks
column. An asterisk appearing in the remarks column opposite a
line entry Indicates a possible Dial-assignment or other discrepancy
In the data shown. An appropriate entry vill be made on the unit
morning report to substantiate change In data required to be reported
in accordance with AR 335-60.

3- Remarks to be entered, are:

a. Changes of duty assignments.

b. Enlisted efficiency ratings In the event of supervisory
changes*

c. Classification or reclassification actions desired.

d. Satisfactory completion of on-the-job training,

e. Discrepancies In duty titles or duty MOS.

f. Other pertinent jnformntlon.

AGO 83S3A:

Figure 11-1-16.1.
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AR 600-17

6 May 1961
SUBJECT: Verification of Personnel Information Roster

4. The Personnel Information Roster verified in Feb, May, Aug
and NOT will be annotated with a "yes" opposite the names of soldiers
recommended for appointment to the next higher temporary grade.
Recommended individuals must meet all eligibility criteria in AR
624-200 or meet the criteria ty (Specify date), to be recomended for
appointment*

5. Three copies of the verified Personnel Information Roster
are to be returned to this headquarters, A3OT: AOPSD-H, not later
than 5 vork days after receipt.

FOR _CHE OOMMAHDKR:

1 Incl JQBH W. SWOT
as Capt, AtJC

Asst AdJ Qen

(6 May 6l) 1st Ind

CO, Co B, 1st Bn, 19th Inf, Fort Miller, tftah, 5 June 1961

TO: Commanding General, 99th Inf Div, Fort Miller, Utah

Paragraphs 2, 3, 4, and 5 of basic letter ccngplied with,

^X /̂̂ ;
1 Incl THOMAS W* LHWEH

vd quad cy Capt, Inf

Figure 11-1-16.1—Continued.
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AR 600-17

Procedure 11-1-17
VOLUNTEER FOR FOREIGN SERVICE

1. Reference. AR 614-30.
2. Form. DA Form 1049 (Personnel Action).
3. General. An individual volunteering for

foreign service must meet the criteria contained in
AR 614-30. The submission of a request for over-
sea service constitutes a waiver, if applicable, of the
18 months assured service in CONUS or area of
residence. This request will also constitute a com-
mitment to extend term of enlistment or active
duty, or to reenlist in order to have sufficient re-
maining service to complete the prescribed tour in
the oversea area. If the application is approved
reassignment is directed, reenlistment, extension of
active duty or extension of enlistment will be ac-
complished prior to departure from the home
station.

4. Procedure, o. Have the soldier read the
eligibility requirements in AR 614-30 and assist
him in determining his eligibility.

6. Interview the soldier to obtain the necessary
information for the application (fig. 11-1-17.1).

(1) Verify personal data from the Personnel
Data Card (PDC).

(2) Check the reverse of the PDC for pending
actions or flagging actions.

c. Prepare the application and Comment 2 on
DA Form 1049 in original and 4 copies (fig.
11-1-17.1).

<i. When the unit commander has completed
Comment 2—

(1) Annotate reverse of the PDC in red pencil,
"Vol for FS (date)."

(2) Remove a copy of the correspondence for
the battalion headquarters and place a red
check mark beside the address of the head-
quarters.

(3) Remove a copy of the correspondence for
the unit file.

(4) Forward the application in original and 2
copies to the PSD.

e. When an approved request for foreign service
is received—

(1) Notify soldier in accordance with unit
policy.

(2) Correct the FSA Code on the morning
report.

(3) Annotate reverse of the PDC in red pencil
"Approved vol for FS (date)."

(4) Change the FSA Code on the front of the
PDC.
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AR 600-17

PERSONNEL A C T I O N
CAR 340-15)

F I L E R E F E R E N C E S U B J E C T

UUIH-UJUUD, RaJjh T*
BA 19 300 831 Beajaest for foreign Service

TO: FROM:

0*TE
1 December 1961

00, Co B, .Urt Bn, 19th Inf Pfc Balnh T. Qtadenrood, BA 19 300 83]
Ft Miller, Utah Oo B, 1st Bn, 19th Inf

N R P R O C E S S I N G A C T I O N S

1 1* Under the provisions of AE 6lA*30 I request foreipi service In the
following theaters in the priority Indicated:

( ) Any O'Sea (l) Europe (3) Korea (2) Okinawa

( ) Hawaii ( ) Alaska ( ) Africa ft Middle But area

{ ) Caribbean area ( ) Japan ( ) lorth Atlantic Area

2* If selected for asnlm-aiml to the theater of mr choice I vUl extend nor
period of active duty, or reenllst, la order to canplete a nomsl tour in the
overseas coMnnd*

3* Uy last naaplated overseas tour vas (w**h) (without) dependents and I
vas assigned, to: BOBA (Korea)

4* I (iMfvs) (have not) coBpleted __8 -Moths in OCBD8 since my return froa
overseas*

BAItnt T* UKD-8HOQD
RA 19 300 831

t&s&*f**z*>*:~-

PTc, Co B, 1st Bn, 19th Inf

2 TO: 00, 99th Inf DtT IBCKi CO, Co B, 1st Btt, 19th Inf-tnvt AO-PBD
1* BeoQBBsnft approval*

^ Dec 61

2. Condneb r^f(^ Sfflolencr C-^Z&^j / «

3* Pfc Qbdervood Is not under efaarges, Investlgstion, flagging action under
AR 600-31, or •rt.rinlrtratlTe actions which my result In reassigt-B-ott or
separation*

___ ^^S /* ̂ ^'
^^c^^^^

Copy .tarn: ™OttS V. LZBOBI
CO, 1st Ba, 19th Inf Cap** Htf

BOB* — -Chls fomat Is suitable for reproduction as a form letter*
VSS PLAIN PAPEK POt CONTINUATION OF COTWENTS

HEt>L,ACe> EDITION OP I OCT B*. WHICH.IS OBIOLETE CPO: IMS O- IMJH

Figure 11-1-17.1.
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AR 600-17

Section III. PERSONNEL ACTIONS AND PERSONAL AFFAIRS

Procedure 11-2-1
EARLY SEPARATION TO ACCEPT EMPLOYMENT OF A SEASONAL NATURE

1. Reference. AR 635-205.
2. Form. DA Form 1049 (Personnel Action).
3. General. Enlisted men who have less than 3

mouths remaining in. their terms of service and have
completed 21 months active service may be dis-
charged for the convenience of the Government to
accept employment of a seasonal nature. Applica-
tions must evidence an opportunity to participate
in employment of a seasonal nature which will begin
in the 3-month period, and which will not be avail-
able upon normal expiration of the soldier's term of
service. Detailed criteria are contained in AR
635-205.

4. Procedure, a. Soldiers desiring this type of
separation will be shown the appropriate paragraph
of AR G35-205 which states the evidence required,
(letter from prospective employer, county agent,
social welfare worker, parents, etc.) (figs. 11-2-1.2
and 11-2-1.3), and what the evidence must prove.
Statements from civilian sources should be notar-
ized. An interview by the unit commander will be
required so that his comments and recommenda-
tions will reflect personal knowledge of the soldier's
problem. The unit commander must be prepared
to state that the soldier's services are not essential
to the organization if he recommends approval of
the application.

b. When the soldier had obtained the required
evidence, prepare the application in draft form
based on the soldier's statement (fig. 11-2-1.1).

(1) Verify the basic data with the Personnel
Data Card (PDC).

(2) Check reverse of the PDC for flagging
action or pending personnel actions.

c. Prepare the unit commander's comment in
draft form.

(1) Compute the unit authorized and actual
strength in the soldier's MOS from the
posted monthly Personnel Information
Roster.

(2) Request from the first sergeant informa-
tion concerning the essentiality of the
soldier to the unit.

(3) Submit the draft application and unit
commander's comment to the unit com-
mander for approval.

d. Upon completion of action by the unit com-
mander—

(1) Prepare the application and Comment 2
(fig. 11-2-1.1) in original and 4 copies
and obtain the soldier's signature and the
unit commander's signature.

(2) Remove 1 copy of the application for the
unit files.

(3) Annotate the PDC on the reverse in red
pencil, "Req for early sep sbm (date)."

(4) Forward the original and 3 copies of the
application through battalion headquar-
ters to the PSD.
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AR 600-17

PERSONNEL ACTION
(AR 340-IS)

F1LE REFERENCE

Underwood, Ralph T.
BA 19 300 831

OATE

8 August 1961

Early Separation to Accept ISmployment of
a Seasonal Hature

TO:
CO, Oo B, lat Bn. 19th Inf Mr
Ft Miller, Utah

FROH: Pfc Balph T. Underwood, BA 19 300 83!
Co B, 1st Bi, 19th Inf
Ft MUlar, Utah

PROCESSING ACTIONS

1* Under the provisions of paragraph 10, AB 635-205, I request an early
release to assist my father, Joseph B. Underwood, harvest this season's feed crop
and assist in the dairy operation*

2* «y father has owned and operated a 600 acre farm In Texarfcana, Arkansas
for the past 30 years* Prior to my induction I- assisted ny father on a fall tine
teals In the operation of the farm* At present there are 400 acres under cultiva-
tion, 200 acres of nheot and 100 acres of alfhlfh and 100 acres of hay. She
remainder Is pasture which Is necessary to auppoi-t a herd of 200 dairy cows* To
date toy father has been unable to obtain the he__p he needs to harvest the feed
crops and assist In the dairy operation* It Is essential that I be released to
prevent a great financial loss*

3* I vaa Inducted on 15 December 1959 and my ETS is Ifc December 1961* It Is
necessary that I be released not later than 20 September 1961 in order to be of
help tills season*

U* Letters from my father and the local comrty agriculture agent are being
submitted with this application*

2 Incl
as

BAUEB T* UHQ-RHDGD
RA 19 300 831
Pfc, Co B, _Urt Bn, 19th

THRU: 00, 1st Ita, 19th Inf SUCK: CO, Oo B, 1st Ba, 19th Inf 9 Attg 6l

TO: CO, 99th Inf Div
AQ-PSD

1* Becotomend approval*

2* Services of soldier are not essential to the performance of this unit's
mission.

3. Pfe Underwood Is not under charges, Investigation, flagging action, or
other administrative action vfalch moor result in reaas-LgoB-ant or seperatlon*

2 Incl
nc

THOMAS w. UHG-5H
Capt, Inf
Oonand-tng

USB PLAIN FAPKX to* CONTINUATION OF COHHBITS

DA- W ..1049 MEPLACKS EDITION OF 1 OCT •». WHICH I- OB>OL,KTK OM: 1-H O - *MtU

Figure 1 .-*-....
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AR 600-17

RD kr Texarkana, Arkansas
August 5. 1961

CoDnandlng Officer
Company, B, 1st Battalion
19th Inf, 99th Inf Dlvlelon
Fort Miller, Utah

Dear Sir,

This letter is to Inform you of the dire need for the release
of my son, Pvt Ralph T. Underwood, to assist me In the operation
of my farm*

I have maitrtained my present daily operation and fanning of the
necessary feed crops for the past 30 years. My son Ralph assisted
with all of the operations for 8 years prior to his induction. There
are no other children In the fsniiy and I have relied heavily on him
in the past. .

I have not been able to locate any help In this area and. aa In
great need of my son's assistance as I am unable to manage my 600
acres by myself.

The season for the harvest of my feed crops starts September
20th and ends about Hovember 20th. The dairy operations start imne-
dlately following the harvest.

I sincerely appreciate any assistance you can render In the
release of ny eon*

Very truly yours,'

Joseph B. Underwood

Rotary seal

Inclosure 1

Figure 11-t-lJS.
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AR 600-17

COUBT7 Affi-ICULTURB DSPAEBffiHT
TEXAHKAHA, AEKAHBAS

August 1, 1961

lading Officer
Company B, 1st Battalion
19th Inf, 99th Inf Division
Port Miller, Utah

Dear Sir,

this is to Infbna you that Mr* Joseph B. Undervood, a resident
of this county, has owned and operated his present dairy farm for
about 30 years. He presently has a herd of about 200 head of dairy
ccnra and has approximately too acres under cultivation, of which
200 acres is. feed crops. Jarm help is in very short supply in this
region at this tine and my efforts to assist Mr. Undervood obtain
help have vet with negative results.

It la my hope that you will give favorable consideration to the
release of Ralph Undervood in order to prevent financial loss and
possibly loss of his total Investnent,

The season for his operation starts September 20th and runs for
about 5 months.

Tours truly,

John B. Doe
Agriculture Agent

Hotary seal

Inclosure 2

Figure ll-t-1.3.
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AR 600-17

Procedure 11-2-2
EARLY SEPARATION TO ATTEND SCHOOL

1. Reference. AR 635-205.
2. Form. DA Form 1049 (Personnel Action).
3. General. Enlisted men who have less than 3

months remaining in their term of service and who
have completed at least 21 months active service
may be separated upon furnishing evidence that
they would be penalized in the pursuit of their
education if required to remain in service until
their normal expiration of term of service. The
school at which attendance is contemplated must
be an accredited institution and the course of in-
struction must lead to a baccalaureate or higher
degree. The soldier's services must not be essential
to the mission of his assigned organization. Ad-
ditional criteria are contained in AR 635-205.

4. Procedure, a. Enlisted personnel desiring to
submit an application for early separation to attend
school will be shown the appropriate paragraph of
AR 635-205 establishing the criteria for separation.
If the soldier feels that his case meets the criteria,
he should be advised to write for the necessary
evidence (AR 635-205). An interview by the unit
commander will be required so that his comments
and recommendations will reflect personal knowl-
edge of the soldier's problem.

b. When the soldier has the required evidence,
prepare the application in draft form based on the
soldier's statement (fig. 11-2-2.1).

(1) Verify the basic data with the Personnel
Data Card (PDC).

(2) Check reverse of the PDC for flagging ac-

tion or pending personnel actions.
(3) Attach the evidence submitted by soldier.

(o) Official school statement (fig. 11-2-2.2).
(b) Signed statement of soldier (fig. 11-2-

2.3).
(c) Any additional evidence submitted by

soldier (fig. 11-2-2.4).
c. Prepare the unit commander's comment in

draft form.
(1) Compute the unit authorized and actual

strengths in the soldier's MOS from the
posted monthly Personnel Information
Roster.

(2) Request from the first sergeant informa-
tion concerning the essentiality of the
soldier to the unit.

(3) Submit the draft application and unit
. commander's comment to the unit com-

mander for approval.
d. Upon completion of action by the unit com-

mander—
(1) Prepare the application and Comment 2

in original and 4 copies and obtain neces-
sary signatures.

(2) Remove 1 copy of the application for the
unit file.

(3) Annotate the PDC on the reverse in red
pencil, "Req for early sep sbm (date)."

(4) Forward the application in original and 3
copies through battalion headquarters to
the PSD.
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AR 600-17

PERSONNEL A C T I O N
(AR 340-15)

f\ L£ R E F E R E N C E

Underwood, Ralph
TO 19 300 831

T.

TO:
GO* Co B, 1st Bn,
Fort Miller, Utah

19th Inf

DATE

1 December 1961
S U B J E C T

Early Separation to Attend School

H8) Ralph T* Underwood, TO 19 300
Co B, 1st Bn, 19th Inf
Port Miller, Utah

831

P R O C E S S I KG A C T I O N S

1. Under the provision!) of paragraph 9, AR 635-205, request I be auth-
orised early separation to attend the spring semester of the 1962 school year at
the Johns Hopklns University, Betbesda, Md«

2. Basic data!

a. Requested separation date. NLT 5 Jan 62

b. Latest date enrollment may be effected. lU Jun 62

c. Normal BTSt ill Mar 62

d. Date of enlistment or induction, 1$ Mar 60

3* My education was interrupted by induction Into the Army subsequent to
completion of my third year of undergraduate work*

U* I am financially able to pay the entrance fee at Johns Hopldns and will
do so upon registration*

5* A letter of acceptance from the Dean of Admissions Is Inclosed*

6* 1 have also attached a letter of acceptance from the personnel manager
of the Smith, Klein and French Laboratories, indicating acceptance for employ-
ment in the capacity of chemist, upon my successful completion of studies at the
Johns Hopkins University*

7. The specific school term for which I am seeking admission is the most
opportune time for me to complete my education. If I do not complete it prior
to 1963 I will not be qualified for the job at the Smith Klein and French
Laboratories, Inc.

3 Incl
as

RALPH T. UNDERTOOD
US 19 300 831
Pfo, Co B, 1st Bn, 19th Inf

USB PLAIN PAPEtt FOR CONTINUATION OF COMMENTS

DA. ?c"?..1049 ii OBSOLETE CPO: I»1S n- 3M1I1

figure 11-&-SJ.
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AR 600-17

2 Undervood, Ralph T.
US 19 300 831
SUBJECT: Early Separation to Attend School
THRU: CO, 1st Bn, 19th Inf FROM: CO, Co B, let Bn, 19th Inf 5 Dec 6l

TO: CG, 99th Inf Div
ATTN: AG-PSD

1. Recommend approval*

2. Services of soldier are not essential to the performance of this unit's
mission.

3* Pfc Underwood is not under charges, investigation, flagging action under
AR 600-31, or administrative actions which may result in reassignment or separation.

3 Incl THOMAS W. __INGEH
nc Capt, Inf

Commanding

Figure ll-X~t.l—Continued.
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OFFICE OF THE DEAN OF ADMISSIONS
JOHNS HOPKINS UNIVERSITY

BETHESDA lU, MARYLAND

November 1, 1961

Prt Ralph T. Underwood
Company B, 1st Battalion
19th Infantry
Fort Miller, Utah

Dear Pvt Underwood t

In reply to your letter of the 2nd of October 1961 the
following information, is submitted.

You have been accepted for enrollment for the spring semester
of the 1962 school year in order to obtain your baccalaureate de-
gree* The enrollment period is from the lith thru the lUth of
January 1962. You, must report for enrollment not later than the -LUth
of January 1962.

Sincerely yours,

Edward V, Jackson
Dean of Admissio

Inclosure 1

Figure .--«-«.*.
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S T A T K M E H 1 P

1 Deomber 1961

I, Ralph T. Undervood, US 19 300 831, having been informed of the
provisions of Articles 300* 3U> and 83, Uniform Code of Military
Justice, make the following statement:

I understand that if I aa separated frcrn the Axned Farces by
means of either a fcnowingly false representation in regard to any
of the qualifications or disqualifications prescribed by lav, regu-
lations, or orders for such separation, or by deliberate concea-jnent
of any disqualification for such separation, I shall be subject to
courts-martial Jurisdiction under the Uniform Code of Military
Justice, Article 3(b), for violation of the Uniform Code of Military
Justice, Article 83, or prosecution in a United States District
Court for violation of Title 18, United States Codes, Section 1001,
or other applicable statutes.

T. U-UMWOOD
US 19 300 831
Pfc, Co B, 1st l_n, 19th Inf DlT

Inclosure 2

Figure 11-t-t.S.
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AR 600-17

SMITH KLBIN AHD FRESCfl I-ABORATORIES, IHC.
PERSONREL HEVISIOH
TREHTON, HEW JERSEY

November 1, 1961

Pvt Ralph T. Underwood
Company B, 1st Battalion
loth Infantry Division
Fort Miller, Utah

Dear Pvt Underwood:

This letter Is In reply to your request for written verification
of previous conversations relative to employment.

You will be employed by this company as soon as you are avail-
able after completing your studies at the Johns Hopttns University,
providing you can Join us In early 19&3-

We are looking forward to you Joining our research staff as a
chemist, early In 1963*

Very truly yours,

4
*——-̂  -B*Joseph D* Spark
Personnel Manager

Inclosure 3

11-64
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AR 600-17

Procedure 11-2-3
EXTENSION OF CURRENT PERIOD OF ACTIVE DUTY OR ENLISTMENT

1. References.
o. AR 140-111.
b. AR 601-210.
c. AR 601-227.
2. Forms.
o. DA Form 1049 (Personnel Action).
b. DA Form 1695 (Oath of Extension of Enlist-

ment).
3. General. These procedures apply to enlisted

personnel of the RA, AUS ANGUS, and USAR.
Extensions of periods of active duty or enlistment
of from 1 to 11 months are authorized for those who
are qualified for RA enlistment. The total length
of extensions granted under the referenced regula-
tions may not exceed a maximum of 11 months.

4. Procedure. Request will reach the PSD a
minimum of 15 days prior to the end of the original
enlistment or period of active duty.

a. Application of AUS personnel will include the
following statement:

In the event this request is approved, I understand that I
may not thereafter retract my consent for additional active
duty as a reservist.

b. Prepare the typewritten request on DA Form
1049 in original and 3 copies, and Comment 2 for
the unit commander's recommendation and signa-
ture (fig. 11-2-3.1).

(1) Check the soldier's data card for flagging
action or pending administrative actions.

(2) Submit the request to the first sergeant
for approval before it is submitted to the
unit commander.

c. When the request has been approved and
signed by the unit commander—

(1) Forward the original and 2 copies through
battalion headquarters to the PSD.

(2) File 1 copy in the unit suspense file (3
days prior to expiration of the soldier's
active duty).

d. The following applies to RA personnel who
must extend their periods of enlistment:

(1) Upon receipt of the typed original and 1
copy of DA Form 1695 (Oath of Exten-
sion of Enlistment) from the PSD, the
unit commander will administer the oath
on the date indicated by the PSD at an
appropriate ceremony. Both copies of the
DA Form 1695 will be signed by the
soldier and the unit commander.

(2) Prepare the Personnel Data Card for the
morning report remark (Procedure 11-
5-1).

(3) Return both signed copies of the DA
Form 1695 to the PSD attached to the
morning report on which the remark con-
cerning the extension of active duty ap-
pears.

e. For USAR, NGUS, and AUS.
(1) Upon receipt of approving correspondence

and extension orders, notify individual
and place documents in MR suspense file
for effective date of extension.

(2) On effective date make appropriate MR
entry and forward copies of correspond-
ence and orders with MR to the PSD.
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AR 600-17

P E R S O N N E L ACTION
(AR 340- IS)

F I L E R E F E R E N C E
Underwood, Ralph T.
us 19 300 831

TO:
CO, Co B, 1st Bn, 19th Inf
Ft Miller, Utah

N R

1

2

S U B J E C T

Extension of Active Duty

D A T E
1 December 1961

FROM: pf-j n-a-pj. T- underwood, US 19 300 831
"Co B, 1st Bn, 19th Inf
Ft Miller, Utah

P R O C E S S I N G A C T I O N S

1. Under the provisions of paragraph J, AR 601-227, request my active duty
be extended for 11 months for the purpose of fill flU.lng 1 year active duty
requirement upon completion of Airborne Training.

2. In the event this action is approved, I understand that I may not there-
after retract ay consent for additional active duty as a reservist.

RALPH T. UNDERWOOD
US 1Q 300 831

&!&W*s^. —— -

Pfc, Co B, 1st Bn, 19th Inf

THRU: CO, 1st Bn, 19th Inf

TOi CG, 99th Inf Div
ATEN: AG-PSD

1. Recommend approval.

2. Conduct <-^y*^<-__-

5BOM: CO, Co B, 1st Btt, 19th Inf 1 Dec 61

Efficiency <£.X£-1

3. Pfc Underwood is not under charges, Investigation, flagging action under
AR 600-31. or administrative
separation.

actions which may result In reassignment or

THOMAS V. LINGEN
Capt, Inf

Z&&

USE PLAIN PAPER FOR CONTINUATION OF COMMENTS

\

DA.£"?..,049 GPO; 1IM O- »M?I4

Figure 11-t-S.l.
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AR 600-17

Procedure 11-2-4

LEAVE AND PASS

1. References.
d. AR 630-5.
b. AR 630-20.
2. Forms.
a. DA Form 31 (Request and Authority for

Absence).
b. DA Form 1049 (PersonnelAction).
c. DD Form 345 (Armed Forces Liberty Pass).
d. DA Form 647 (Official Personnel Register).
3. General, a. A soldier accrues 30 days leave a

year (2)^ days per calendar month). Under certain
circumstances he may be granted emergency leave,
more leave than he has accrued (advance leave), or
more leave than he will accrue before separation
(excess leave). Except for emergency leave, the
day a soldier "signs out" at his unit is the first day
of leave, and the day before he "signs in" at his
unit is the last day of leave. The day a soldier
"signs in" from leave is a day of duty and is not
chargeable as leave. As an exception, once a leave
has started he will be charged with 1 day even
though he signs in on the same day. Emergency
leave begins on the day of departure from the Port
of Embarkation (POE) in the CONUS and ends
on the day before the day of return to the POE.
Travel to and from CONUS is in TDY status and
is at Government expense. Leave is reported on
the unit morning report based on information from
the duplicate copy of the leave request and the
Official Personnel Register (DA Form 647) (Sign-
Out Register). Care must be taken to insure that
morning report entries are made when a soldier's
leave status changes from ordinary to advance or
excess leave. Each major commander will publish
local leave policies in command directives. These
policies must be checked thoroughly before proc-
essing leave requests. *

b. The approving authority for ordinary leave of
officers assigned to organic companies/batteries/
troops is normally the commander of the unit.
Staff officer leaves normally are coordinated with
the commander of the staff to which the officer is
assigned. As a result, officer leave requests will be
processed as indicated in paragraph 4, with ap-
propriate modifications according to unit policies.

4. Procedure, a. Regular pass. Prepare regular
pass, DD Form 345 (Armed Forces Liberty Pass)
for each soldier in grades E-l through E-5 assigned
or attached to the unit. Information to complete

AGOS3B8A

the DD Form 345 will be taken from the Personnel
Data Card. The regular passes will be issued and
controlled according to unit policy. The identifica-
tion card (DD Form 2A) is used as a regular pass
for enlisted men in grade E-6 and above.

6. Special pass. Prepare special passes on DA
Form 31 in duplicate (fig. 11-2-4.1). After the
pass is approved and signed—

(1) Give the original to the first sergeant for
issuance according to unit policy.

(2) File the duplicate in the unit suspense file
under the date of return from pass. This
will serve as a check to insure that the
soldier returns from pass and "signs in" as
scheduled,

c. Ordinary leave.
(1) Determine if the request for leave has the

informal approval of the soldier's immedi-
ate superior.

(2) Check the unit duty roster for the soldier's
scheduled duties during the period of
leave. If possible provide a replacement;
if not, the leave should be disapproved.

(3) Check the Personnel Data Card (PDC),
the quarterly Report of Accrued Leave, or
the Personnel Qualification Roster to de-
termine the last reported amount of leave
credited to the soldier. All leave taken
by the soldier since his assignment should
be recorded as morning report entries on
the reverse of the PDC. These entries
will be checked for the number of days
leave taken by the soldier since the "as of"
date of the last report and the soldier's
current accrued leave balance will be
computed.

(4) If the number of days leave requested
would result in a negative balance and the
individual still desires the leave, the re-
quest will be processed as a request for
advance or excess leave.

(5) If the number of days leave requested is
equal to or less than the amount of
accrued leave, complete the leave request
in original and 1 copy (fig. 11-2-4.2).

(6) Have the soldier sign the request and sub-
mit it to his immediate superior in accord-
ance with unit policy. ''

(7) When leave has been approved by the first

11-67

SimS
Pencil

SimS
Pencil



AB 600-17

sergeant and signed by the unit com-
mander—

(a) Give the original to the first sergeant to
issue to the soldier.

(6) File the copy in the morning report sus-
pense file under date of leave.

d. Ordinary leave outside CONUS.
(1) Requests for permission to visit Canada,

Mexico, Bermuda, Canal Zone, and the
West Indies normally are approved by the
unit commander, unless that authority is
withheld by higher headquarters. They
will be processed in the same manner as
ordinary leave. A leave to the Canal Zone
must include authority to visit the Repub-
lic of Panama.

(2) Requests for authority to visit other areas
outside CONUS must be submitted at
least 20 days in advance of the leave
period in the format shown in figure
11-2-4.3.

(3) Determine the soldier's accrued leave
balance as shown in c(3) above.

(4) Prepare the request in original and 2
copies.

(5) Prepare DA Form 31 in original and 1
copy (fig. 11-2-4.2) and attach as inclosure
1.

(6) Arrange for the unit commander to coun-
sel the soldier as required by AR 630-5.

(7) Upon completion of Comment 2 by the
unit commander—

(a) Remove 1 copy of the correspondence
for suspense (5-day suspense).

(6) Forward original and 1 copy to the
PSD through battalion headquarters.

(8) Orders, if required, and instructions will
be issued upon approval of the leave by
the PSD.

(9) When approved leave is returned from the
PSD, comply with c(7)(a) and (6) above.

e. Advance leave. When leave is required to solve
emergency, morale, or personal problems and the
soldier has not accrued sufficient leave, leave may
be advanced based on 2^ days for each month of
service remaining before separation up to a maxi-
mum of 45 days. Normally, advance leave is
approved by the unit commander. Process in
accordance with c above, except that Item 2 of DA
Form 31 will indicate "Advance Leave." The
request must indicate reason advance leave is
required.

/. Excess leave. Excess leave is leave without

11-68

pay or allowances. It may be granted only for
emergency or unusual conditions when the total
leave required is greater than accrued leave plus the
amount that can be advanced.

(1) Interview the soldier to determine—
(a) Reason for the leave.
(b) Why excess leave is necessary.
(c) Total amount of leave being requested.
(d) Total amount of excess leave being re-

quested.
(e) Effective date of leave.
(/) Leave address.

(2) Determine the soldier's accrued leave
balance as shown in c(3) above.

(3) Prepare the request in original and 3
copies (fig. 11-2-4.4).

(4) Prepare a DA Form 31 in original and 1
copy (fig. 11-2-4.2) and attach as In-

> closure 1. Item 2 will indicate "Excess
Leave."

(5) Give the completed request to the soldier
to submit in accordance with unit policy.

(6) When the leave has been informally ap-
proved according to unit policy—

(a) Prepare the unit commander's recom-
mendations as Comment 2 to the re-
quest.

(b) Submit the request for signature.
(7) When the unit commander has completed

his comment—
(a) Remove a copy of the request for the

suspense file (5-day suspense).
(6) Forward the original and 2 copies of the

request to the PSD.
(8) When approved leave is returned from the

PSD, comply with c(7)(a) and (6) above.
g. Emergency leave.

(1) Emergency leave policies are contained in
AR 630-5. An emergency leave cannot
occur when the soldier and the point of
leave are both within CONUS. Such
leave, though prompted by emergency
reasons, is ordinary leave and is processed
as in c above, but on an expedited basis.

(2) Emergencies requiring leave to or from a
point outside CONUS ordinarily must be
verified by the American lied Cross
(ARC). All soldiers should be advised to
have friends or relatives contact the local
ARC chapter if an emergency arises. If
the soldier is contacted directly, his unit
must verify the emergency through ARC
channels and this could cause undue delay.

AGO 8383A
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(3) If the emergency has been verified by the
ARC, obtain the following information
from the soldier and unit files and prepare (9)
an application in original and 2 copies (fig.
11-2-4.5).

(o) Reason for leave. (10)
(6) Leave address.
(c) Accrued leave status.

(4) If excess leave is needed, furnish the in- (11)
formation required by / above.

(5) Attach a copy of the ARC message verify-
ing the emergency as Inclosure 1. (12)

(6) Prepare unit commander's approval and
have it signed.

(7) Remove 1 copy and place in suspense file (13)
(5-day suspense).

(8) If authorized by local policy, have soldier

AR 600-17

hand-carry original and 1 copy of applica-
tion to the PSD.
If the emergency has not been verified by
the ARC, contact the local ARC repre-
sentative and request verification.
Comply with (3) through (7) above, and
forward the application to the PSD in
original and 1 copy.
If the ARC verification is received at the
unit, telephone or hand-carry the message
to the PSD.
If the leave is approved, the PSD will
furnish orders and necessary instructions
on clearance and transportation.
Upon approval the unit will expedite
clearance of the soldier and arrange for
local transportation.
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AR 600-17

PERSONNEL ACTION
CAR 340-15)

D A T E

1 December 1961
THE R E F E R E N C E

Underwood, Ralph T.
RA 19 300 831 Ordinary Leave Outside Continental U. S.

TO:
CO, Co B, 1st Bn. 19th Inf
Ft Miller, Utah

FROH: pfc Ralph T. Underwood, RA 19 300 831
Co B, 1st Bn, 19th Inf
Ft Miller, Utah

P R O C E S S I N G A C T I O N S

1. Under the provisions of AR 630-5, it is requested that I be granted
permission to visit British Honduras on ordinary leave for a period of 25 days
effective 20 Dec 6l.

a. I have taken 10 days leave in the past 12 months,

b. I have 35 days leave accrued.

c. Address while on leave: c/o Malle Hotel, Belize,

d. ETS: 2lt Jun 62

2. I understand that there is no obligation for the government to furnish
transportation for any part of the travel in connection with my leave and I have
sufficient personal funds to defray the cost of commercial transportation.

1 Incl
DA Form 31

T. UHDERWOOD
•RA 19 300 831
Pfc, Co B, 1st Bn, 19th Inf

THRU: CO, 1st Bn, 19th Inf H*OM: CO, Co B, 1st Bn, 19th Inf 1 Dec 6l

TO: CG, 99th Inf Div
ATTN: AG-PSD

1. Recommend approval.

2. Pfc Underwood has shown me evidence of his ability to pay commercial
transportation costs and I have counseled him concerning his responsibility to
obtain entry and exit documents as required by the country to be visited.

1 Incl
nc

THOMAS W. LIWGEN
Capt, Inf
Commanding

NOTE. — The approving authority will furnish special instructions and
orders, if required.

USF. PLAIN PAPER FOR CONTINUATION OF COMMENTS

DA 1049

Figure
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AR 600-17

Procedure 11-2-5
MEDICAL EXAMINATIONS

1. References.
o. AR 40-500.
b. AR 40-501.
2. Forms.
o. DA Form 1049 (Personnel Action).
b. SF 88 (Report of Medical Examination).
c. SF 89 (Report of Medical History).
3. General. Officer and enlisted personnel are

required to undergo medical examinations for a
variety of reasons such as enlistment, appointment,
to qualify for special training or schooling, separa-
tion, etc. The number of copies of SF 88 and SF 89
required for any specific action or application are
indicated in the regulation requiring the medical
examination and in paragraph 2a(2), AR 40-500.

4. Procedure, a. The PSD will notify the unit
commander when medical examinations are re-
quired. The required forms and any special instruc-
tions will be furnished by the PSD (fig. 11-2-5.1).

(1) Telephone the medical facility designated
to administer the medical examinations to
personnel of the unit. Request the date
and time the individual should report for
the type of examination required.

(2) Furnish the individual the blank SF 89
(Report of Medical History) and instruct

him to complete the form in ink, in his
own handwriting, except items 6, 15, and
16 (fig. 11-2-5.2). Have him write a
statement of his physical condition in item
73, SF 88, as directed by the PSD (fig. 11-
2-5.3). Assist the soldier as may be
required.

(3) Direct the soldier to report to the examin-
ing facility, with the completed forms, in
accordance with unit procedure.

b. In some cases it will be required that the in-
dividual obtain his DD Form 722 (Health Record)
or that it be obtained for him, prior to reporting for
a medical examination. This procedure will de-
pend on the type of medical facility supporting the
unit and the purpose of the examination.

c. Upon receipt of the completed SF 88 and SF
89 from the medical facility—

(1) Enter the new physical profile on the
PDC.

(2) Return the SF 88 and SF 89 to the PSD
attached to the correspondence directing
the medical examination (Comment 2,
fig. 11-2-5.1).

(3) Make necessary MR entry if examination
results in change of physical profile code.

AGO 8383A 11-75

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil



AR 600-17

P E R S O N N E L A C T I O N
(AR 340-15)

F1 LE R E F E R E N C E

AG-PSD
TO:

N R

1

O*TES:I Mar o2
1 Dec 61

S U B J E C T

Medical ExBmination/Evaluation

CO, Co B, 1st Bn, 19th Inf
Fort Miller, Utah

FROH:
CG, 99th Inf W.v
Fort Miller, Utah

P R O C E S S I N G " A C T I O N S

1. The following named enlisted men vill accomplish medical examination/
evaluation on or before dates indicated:

GRADE

SP4
Pfc

NAME SN TYPE m/T HATE

Statzer, Luther 0. RA 11000000 Sep 26 Feb 62
Taylor, Thomas A. US 133̂ 5623 Sep 28 Feb 62

DATE COMFL

2k Feb 62
2k Feb 62

2. Personnel requiring medical examination/evaluation will:

a. Complete SF 89 (Report of Medical History) in their own handwriting
in Ink, except items 6, 15, 16, 22a and b if male, and item 1«0. This is not
required for a periodic medical examination.

b. In their own handwriting, enter In ink in item 73 of SF 88 (Report
of Medical Examination) statements concerning their health since their last
medical examination and sign.

c* Be informed of the time and date and place to report to medical
examination.

d. Be Informed of where he may obtain Health Records (DA. Fbim 722)
prior to reporting for medical e__aminatlon.

e. Report to medical facility with Health Records and partially com-
pleted SF 88's (and SF 89*6, if required) for medical examination.

3. This correspondence will be returned not -Later than the suspense date,
with the date of completion of examination indicated in "Date Compl" column above.

FOR THE COMMANDER:

2 Incl
1. SF 88 (dupe)
2. SF 89

KEN WHITE
Capt, AGC
Asst AGC

USE PLAIN PAPER FOR CONTINUATION OF COMMENTS

DA.?£»1049 OKI : I'll O - JMTI4

Figure 11-t-ff.1.
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AR 600-17

Procedure 11-2-6
MILITARY IDENTIFICATION CARD

1. Reference. AR 606-5.
2. Forms.
a. DD Form 2A (Identification Card).
b. DA Form 428 (Application for Identification

Card).
3. General. Military personnel on active duty

are required to have an Identification Card (DD
Form 2A) (green) in their possession at all times.
This card should be presented by a soldier picking
up an approved pass or leave from the orderly room
and the card should be examined to insure it is not
mutilated, altered, or expired. The PSD maintains
a suspense on ID cards due to expire and will pro-
vide notification to the unit. Soldiers with lost,
torn, altered or mutilated ID cards and soldiers
appointed from E-5 to E-6, or reduced in grade
will require a new ID card. The installation will
have a designated agency as issuing authority for
ID cards. This agency normally will be the Post
Signal Photo Lab or PM ID Section.

4. Procedure, a. Complete DA Form 428 (Ap-
plication for Identification Card) in duplicate,

according to AR 606-5 and instructions on the
form (fig. 11-2-6.1).

(1) The basic data about the soldier may be
obtained from the Personnel Data Card.

(2) Soldier's blood type is stamped on his ID
tags.

(3) If the new ID card is to replace a lost card,
soldier should provide the information to
complete item 7, DA Form 428 (Applica-
tion for Identification Card).

6. If required by local policy, make appointment
with issuing authority for photographing and
fingerprinting of soldiers. Note appointment date
in pencil on edge of application.

c. Direct soldier to report to issuing authority
with his old ID card (if appropriate) and both copies
of signed DA Form 428.

d. The issuing authority will forward the original
copy of DA Form 428 to the PSD for posting of
personnel records. If original is received in the
unit, send it to the PSD via message center.

.
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AR 600-17

1.

X

UtmERHOOD, RALPH TILER

Co B, 1st Bn, 19th Inf
Ft Lewis. Washington

CHECK TYPE OF CARD DESIRED

OD FORM ZA

DD "OHM ZA (Re*)

DD POBM ZA fjtal)

DD FORM 4KB

DD FORM -21

OA FORM 10»8

OA FORM I<IOZ

OTHER (Spfctly)

PFC (E-3) RA
1». CCLOB OF HAIR

Brown

7.

1

Tl> JJE FILLED IN 3Y ISSUING AUTHORITY

», HOME PHONE t. OFFICE PHONE S. D A T E OF APPLICA-

Co, Orderly
Hone Room ^7326 1 Dec 6l

CHECK REASON FOS REQUESTING CARD

INITIAL ISSUE CHANGE OF IOENTIF1CAT ON OR GRAC.E

REPLACE LOST CARD TRANSFER TO RESERVE COMPONENTS

EXPIRATION

RE-:NLIST
C O R R E C T

FOR MORE

RA 19 300 831

Hazel

IENT OTHER (SptCttv)

A N E R R O H IFREPLACINC LOST CARD. ST A T E Clr<i; UV5TANCE1 UNDER

A C T I V E DUTY ysy wallet was stolen while taking a
T H A N 30 DAY, shower. Loss reported to Bl CID
10. DATE OF BIRTH < < . WEIGHT 12. HEIGHT

Ik Get 1939 160 Its 51 10"

JL (.\rttiato\l ^fttortnal only)

" HI November 196̂
FO1 CAROS OTHPH TH AN CO f OF11 --. DD FOSM -A (Her) AI4O OO FO3M -A <ktt)

nr
(DA Potf If 02 only)

(OD Fom 499 only)

607 only)

f> : p > ;.'<MT- 4iy in,! Dt fo-T W9S)

. .e OV,N.,_.™

nA,F-°EV.c428

19. SEX (OA Pom 1602 only) ZD. BELIIION fOU .̂ orr- tS9 only)

Ol Form MO? and O.l Fot.i 13''S only)

^^^^/^^^•^,(2
0 E<&WLEDCED

PREV ous ED.T.ONS OF THIS APPLICATION FOR IDENTIFICATION CARD

Figure 11-2-6J.
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C 1, AR 600-17

Procedure 11-2-7
OFFICER CANDIDATE SCHOOL

1. References.
a. AR 40-501.
b. AR 350-50.
c. AR 601-100.
d. AR 601-210.
e. DA Pam 611-233.
2. Forms.
a. DA Form 61 (Application for Appoint-

ment).
b. DA Form 705 (Physical Combat Profi-

ciency Test Score Card).
c. DA Form 6233 (Officer Leadership Quali-

fication Report, OLR-1).
d. DD Form 98 (Armed Forces Security

Questionnaire).
e. DD Form 398 (Statement of Personal His-

tory).
/. SF 88 (Report of Medical Examination).
g. SF 89 (Report of Medical History).
h. FD Form 258 (FBI U.S. Department of

Justice Fingerprint Card).
3. General, a. Soldiers who show outstanding

potential as leaders may apply for Officer Can-
didate School.

b. The criteria for attendance at OCS are de-
tailed in AR 350-50. A soldier desiring to sub-
mit an application should read the criteria in
section II of the regulation prior to preparing
his request. The soldier may receive informa-
tion and technical advice from the battalion per-
sonnel staff NCO, if required.

4. Procedure, a. The unit commander will in-
terview the applicant to insure he meets basic
qualifications.

(1) Schedule the interview in accordance
with unit procedure.

(2) Furnish the Personnel Data Card
(PDC) and AR 350-50 to the inter-
viewing officer prior to the interview.

(3) Check the reverse of the Personnel
Data Card for pending personnel ac-
tions or flagging action.

6. After the interview, if the soldier desires
to submit an application and there are no

11-84

known conditions which would preclude attend-
ance at OCS as evidenced by the soldier's cur-
rent physical profile recorded on the PDC—

i-r(l) Advise the soldier he will be required
to undergo a Physical Combat Pro-
ficiency Test as prescribed by TM 21-
200, 3 months prior to appearance be-
fore the Officer Candidate School ex-
amining board,

(a) The personnel staff NCO will notify
the unit of the time and place for the
applicant to undergo the test, or he
may request that the unit take the
necessary action to have the test ad-
ministered.

(b) Upon completion of the test, for-
ward a statement reflecting the date
tested and the score obtained to the
personnel staff NCO.

(2) Applicants who are naturalized citi-
zens will be required to furnish the
documentation i n d i c a t e d in AR
350-50.

c. When the soldier has presented all required
documents, prepare DA Form 61 in original
and 4 copies according to instructions in AR
601-100 (fig. 11-2-7.2).

d. Complete the following actions:
(1) Give soldier a copy of DD Form 398

(Statement of Personal History) to
complete in draft form. The soldier
will take completed draft to the bat-
talion S2 Section to be checked for
completeness (e below). The draft
may then be used to prepare DA Form
398 in final form in original and 3
copies.

(2) Telephone battalion S2 NCO and ask
where soldier may be fingerprinted for
completion of FD Form 258 (Finger-
print Card). Make the necessary ap-
pointment for fingerprinting based on
the information provided by the S2
NCO.
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C 1, AR 600-17

(3) Have applicant read DD Form 98 and
complete 2 original copies. This form
must be completed in the presence of
a commissioned officer.

(:•. After soldier has completed all forms and
has all the necessary documentation, give com-
pleted application to the unit commander for
action required by paragraph 29, AR 350-50.

/. The unit commander will review the appli-
cation and allied papers to insure that they
have been properly prepared and signed. Make
any minor changes necessary in the presence
of the applicant. If major changes are neces-
sary, have them made by the applicant prior to
forwarding the application to battalion head-
quarters,

g. The unit commander will have an Officer
Leadership Qualification Report (DA Form
6233) initiated as required by paragraph 28,
AR 350-50.

h. Prepare a draft of the unit commander's
indorsement and submit it for his approval
(fig. 11-2-7.1).

i. Upon approval of the draft indorsement by
the unit commander, prepare indorsement in
original and 5 copies.

,/. Check application to insure that all re-
quired documents are inclosed. The results
of the medical examination and physical fitness
test will be added to the application at a later
date.

(1) Annotate the reverse of the soldier's
PDC in red pencil "Appl for OCS sbm
(date)."

(2) Remove 1 copy of the first indorse-
ment for file.

(3) Forward application in original and
4 copies, with inclosures, to the next
higher headquarters in the chain of
command.

k. The PSD will verify the administrative
eligibility of the soldier and direct accomplish-
ment of a medical examination and completion
of a physical fitness test.

/. Furnish results of the medical examina-
tion and physical fitness test to the PSD.
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C 1, AR 600-17
Underwood, Ralph T. 1st Ind
RA 19 300 831
SUBJECT: Application for Appointment (OCS), DA Form 61

CO, Co B, 1st Bn, 19th Inf, Ft Miller, Utah, 31 December 1961

TO: Commanding Officer, 1st Bn, 19th Inf, Ft Miller. Utah

1 . Recommend approval .

2. I have known this applicant for 12 months. He has served
under me for 12 months. His principal duty is 4.2 Xortar Squad
Leader, MOS 112.60.

3. His Aptitude Area GT score is 117.

4. Character of the applicant is

5. I would want an applicant of his caliber to serve as an officer
in my command upon completion of 'the officer candidate training.

6. Applicant has demonstrated adequate military leadership
potentiality to qualify as an Army officer.

7. Applicant has demonstrated that he possesses the desire and
determination to complete prescribed officer candidate training.

8. Applicant is on normal duty status and is immediately available
for assignment to officer candidate school.

9. Applicant is not under charges, investigation, flagging action
under AR 600-31, or personnel actions which may result in reassignment or
separation.

5 Incls THOMAS W. LINGEN
1. DA Form 61 (App 1 for Apmt Capt, Inf

(quad) Commanding
*2. DD Form 98 (dupe)
*3. DD Form 398 (Statement of Personal

History) (quad)
*4. DD Form 258 (Fingerprint Card)
*5. DA Form 6233 (OLR-1)

No samples provided.

irFigure ll-S-7.1.
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AR 600-17

Procedure 11-2-8
RECOMMENDATION FOR DISCHARGE—UNFITNESS

1. References.
a. AR 600-31.
b. AR 635-208.
c. AR 22-15.
2. Forms.
a. DA Form 2627 (Summarized Record of Pro-

ceedings Under Article 15, UCMJ).
b. DA Form 2627-1 (Record of Proceedings

Under Article 15, UCMJ).
c. DA Form 2627-2 (Kecord of Appellate or

Other Supplementary Actions Under Article 15,
UCMJ).

3. General. Enlisted men will be discharged
when it is determined that they are unfit for further
military service despite reasonable attempts at
rehabilitation. When the immediate commander
determines that the best interests of the service
will be met by such action, he will report the facts
to the next higher commander. AR 635-208 con-
tains detailed criteria applicable to separation for
unfitness.

4. Procedure, a. The unit commander will make
a determination that a soldier should be considered
for separation under AR 635-208 and that other
elimination action is not appropriate.

6. Initiate flagging action under AR 600-31 for
suspension of favorable personnel actions (Pro-
cedure 11-2-11). Check Personnel Data Card for
pending personnel actions which should be sus-
pended.

c. The unit commander will counsel the soldier
concerned and will complete a draft acknowledg-
ment (fig. 11-2-8.3). Prepare original and 4 copies
in final form. The unit commander will sign on
completion of the counseling and have the soldier
sign in the space provided for his acknowledgment.
One signed copy should be furnished the soldier.

d. Request medical evaluation of the soldier from
the appropriate medical facility (fig. 11-2-8.2).

e. Obtain the basic personnel data to complete
the unit commander's report from the Personnel
Data Card. Check reverse of card to insure that
flagging action is recorded in red pencil.

(1) Phone the appropriate records team leader
of the team maintaining the personnel
records and request the information not
on the PDC—AFQT score and prior
service; and request an extract of Record
of Previous Convictions in original and 4
copies.

(2) Place an informal memo in suspense file
(3-day suspense) to insure that PSD fur-
nishes the extract within the required
time. The first sergeant should be noti-
fied when this is accomplished.

/. The unit commander will obtain any written
statements from witnesses, duty supervisors, etc.,
as required. All statements other than statements
of an officer will be witnessed by an officer. State-
ments of character or statements relating incidents
must be sworn statements.

g. Prepare an extract of the DA Form 2627, DA
Form 2627-1, and DA Form 2627-2, as appropriate.

h. Check the draft unit commander's report, and
inclosures, against the requirements listed in AR
635-208. Prepare final report in original and 4
copies, listing the required evidence as inclosures
(fig. 11-2-8.1).

i. When the unit commander has signed the
report—

(1) File 1 copy in the unit files (AR 345-215).
(2) Forward the original and 2 copies to bat-

talion headquarters.
(3) Give 1 copy with all inclosures to the

respondent.
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AR 600-17

COMPAHT B
1st BftMALIOH. Igth DffAHTRT

4th .OB-URHr DTVISIOS
FOrt Miller, Utah

1 Deceober 1961

SUBJECT: Eeccraaendatlon for Discharge Because of Unfltness

TO: fin-M-ni-Hng Officer
1st Battalion, 19th Infantry
99th Infantry Division
Fort Miller, Utah

1. ReccuRend the following named enlisted nan 1» discharged
from the military service under the provisions of AR 635-208*

**2. a. HAMS: Ralph T. Underwood
b. GRADE: Pvt K-2
c. SERVICE BOMBER: BA 19 300 831
d. AQB: 21 years __
e. DAXB OF 3XU.ffOfSJB: 1 lug 60
f. TEEM OF EHI-IsniERT: 3 years
g. PRIOR S8RVICB: Hone
h. BUTT MOS: 111.00

**3. Individual does not have a reserve officer canal e si on or a
reserve warrant officer appointment.

k. AFQT score: 16

Aptitude Area Scores:

IN 90
AE 90
EL 90
OH 87
M. 83
CL 83or 90
BC 83

.

Figure ll-t-8.l.
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AR 600-17

1 December 1961
SUBJECT: Recommendation for Discharge Because of Unfitnesa

**5. Eliniination UP AR 635-209 is not feasible or appropriate because:
This individual has the mental capacity to absorb training, and can do a
credible job if and when he personally desires to do so. ( See Incl 3» Report
of Hedical Examination).

**6. Conduct:

b. Efficiency:

**7, Record of trial by courts-martial: See Record of Previous
Convictions (Incl l)

**8. Record of other disciplinary action: See extract copy of Summarized
Record of Proceedings under Article 15, UCMJ (Incl 2).

**9« Nunerous attempts have been made to rehabilitate this individual
and all have met with failure. The following changes in duty and supervision
by different NCOs and officers has not produced the desired results.

a. Heavy Weapons Plat.
Sgt A. B. Cranston

b* Motor Pool Sec.
Sgt E. F. Triand

c. Unit Supply Room
SSgt I. J. Morris

1st Lt C. D. Tackle 5 Jan 6l -
15 Feb 61

11 " u " 16 Feb 61 -
30 Apr 61

1st Lt L. K. Pindle 1 May 61-
9 Jul 61

10. Elimination action is recommended because of frequent breaches
of conduct and discipline, untrustworthiness, and lack of regard for the rights
of others.

THOMAS W. LINGEN
Capt, Inf
Commanding

8 Incl
*1, Extract of Record of

Trial by Courts-Martial
*2. Extract of DA Form 262?
*3- Report of Medical Officer

->. Statement of Pvt E2 Underwood
*5* Statement of Sgt Cranston
*6. Statement of Lt Tackle
*7. Statement of Sgt Triand
*a. Statement of Lt Pindle

* No samples provided.
** InfonnaLion applicable to case must be provided or question answered

(paragraphs 1-9), Paragraph 10 should be an appropriate statement by the
unit comnu-nder.

AGO 8383A
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AR 600-17

CCKPAHY B
1st BATTALION, 19th iLBFAHTKr

4th HTPAimQr ETVISIO.!.
FORT MHIiER, UTAH

1 December 1961

SUBJECT: Request for Medical Evaluation UP AH

TO: Ckaanandlng Officer
10th Station Hospital
3?ort Miller. Utah

1* Pursuant to , request medical evaluation
of Pvt Ralph T. Undervood, RA 19 300 831. this organization.

2* Request this organization be notified of time and date
of appointment for medical evaluation and that copies of report
be forwarded to this unit as soon as possible following the
evaluation.

THOMAS W. IiIHGEH
Capt, Inf

Figure 11-2-8.2.
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AR 600-17

SUBJECT: Action UP AR 635

TO:

1. I,
(Name)

have been counseled by ____________ and notified by him
(Grade, Name, Unit)

that I am being recommended for discharge UP (AR 635-89 for Homo-
sexuality/AR 635-206 for Misconduct/AR 635-208 for Unfitness). I am
fully aware of the fact that an Undesirable Discharge Certificate
may be issued to me. I have been furnished a copy of my commanding
officer's report and copies of statements submitted to support this
recommendation and names of all witnesses who will appear or submit
a statement to be used against me* I also understand that I am en-
titled to the following rights (choice Indicated).

( ) To a hearing before a Board of Officers, or

*( ) To waive this right and submit written statements in my
own behalf, or

*( ) To waive both of the above rights.

2. I state that military counsel has been made available to me.
I also understand that I may elect not to request counsel and further
that I may employ civilian counsel at no expense to the United States
Government.

( ) I do not desire counsel.

( ) I desire the following named military counsel to represent
me:

(Name, Grade, SH, Organization)

( ) I desire counsel be appointed to represent me.

( ) I desire to be represented by legally qualified counsel,
If reasonably available.
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AR 600-17

SUBJECT: Action UP AR 635-

( ) I intend to employ civilian counsel whose name and address
is as follows:

(Name and Address)

3. I understand that I may submit statements In my own behalf
and that such statements may be made by myself or by other persons
possessed of pertinent information or by both myself and such other
persons. I further understand that I may elect not to submit such
statements.

( ) I desire to submit statements in my own behalf which are
attached.

( ) I do not desire to submit statements in my own behalf.

( ) I do desire to submit statements in my own behalf but de-
sire that such statements be deferred for submission at a
later date at my option if my case is referred to a Board
of Officers.

U. Of my own free will, in the presence of my counsel, I make
the following statement:

(Strike out Inapplicable statement)

*(l understand that an Undesirable Discharge may be issued
to me, and that such a discharge will be under conditions other than
honorable; that as a result of such discharge I may be deprived of
many or all rights as a veteran under both Federal and State lavs and
that I may expect to encounter substantial prejudice In civilian life
In situations where the -type of service rendered in any branch of the
Armed Forces or the type of discharge received therefrom may have a
bearing.)

*(I hereby waive hearing before a Board of Officers under
AR 635-89 and tender my resignation for the good of the service.)
(I hereby waive hearing before a Board of Officers and accept dis-
charge for the good of the service under the provisions of AR 635-89.)
I understand ay separation from the Army may be effected by a dis-
charge under conditions other than honorable; that I may be deprived
of my rights as a veteran under both Federal and State lavs; and,
that I may expect to encounter substantial prejudice in civilian life

Figure 11-2-8.3—Continued.
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AR 600-17

SUBJECT.: Action UP AR 635-

In situations where the type of service rendered In any branch of
Armed Forces or the character of discharge received therefrom may
have a bearing. I have retained a copy of this statement for my
personal use.)

5. I state that I make the above elections of my own free will
and accord, and hereby acknowledge receipt of a copy of this statement.

(SignatureT

(Hame Typed)

(Grade and Service Number)

(Signature of Counseling Officer;

(Name Typed)

(Grade, Saranch, and Service Number)

*Hot applicable to Lodge Act enlistees or individuals with over 18
years active Federal service.

Figure 11-2-8.3—Continued.
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AR 600-17

Procedure 11-2-9

RECOMMENDATION FOR DISCHARGE—UNSUITABILITY

1. References.
a. AR 600-31.
b. AR 635-209.
c. AR 22-15.
2. Forms.
a. DA Form 268 (Report for Suspension of

Favorable Personnel Action).
b. DA Form 2627 (Summarized Record of Pro-

ceedings Under Article 15, UCMJ).
c. DA Form 2627-1 (Record of Proceedings

Under Article 15, UCMJ).
d. DA Form 2627-2 (Record of Appellate or

Other Supplementary Actions Under Article 15,
UCMJ).

e. DD Form 789 (Unit Punishment Record).
3. General. Enlisted men may be recommended

for discharge by reason of unsuitability, with an
honorable or general discharge as warranted by the
individual's military record. The specific reasons
are listed in section II, AR 635-209. When an
individual's immediate commander determines
that the best interest of the service will be met by
elimination action, he will report that fact in letter
form to the appropriate higher commander.

4. Procedure, a. Initiate flagging action under
AR 600-31 for suspension of favorable personnel
actions (Procedure 1J-2-11),

6. The unit commander will counsel the soldier
and will complete a draft of figure 11-2-9.2. Have
soldier read and sign the statement, and furnish
him a copy. Prepare an original and 4 copies in
final form from his draft.

c. Request a medical evaluation of the soldier
from the nearest medical facility (fig. 11-2-8.2).

d. Obtain all possible personnel data to complete

the recommendation from the Personnel Data Card.
(1) Phone the appropriate records team leader

of the PSD for required information not
on the card—AFQT score and prior
service.

(2) Request an extract of the Record of Pre-
vious Convictions in original and 4 copies.

(3) Place an informal memo in suspense file
(3-day suspense) to insure that PSD fur-
nishes data within the required time. The
first sergeant should be notified when this
is accomplished.

e. Prepare an extract copy of DA Form 2627,
DA Form 2627-1, and DA Form 2627-2, as
applicable.

/. The unit commander will obtain any written
statements from witnesses, duty supervisors, etc.
All statements other than statements of an officer
will be witnessed by an officer. Statements of
character or statements relating incidents must be
sworn statements.

g. Prepare a draft of the unit commander's
recommendation for his approval (fig. 11-2-9.1).
Check the draft and inclosure against the require-
ments of AR 635-209.

h. Prepare the final typewritten recommendation
in original and 4 copies listing the required evidence
as inclosures.

i. After the recommendation has been signed by
the unit commander—

(1) File 1 copy in unit files.
(2) Forward original and 2 copies to battalion

headquarters.
(3) Give 1 copy with all inclosures to the

respondent.
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AR 600-17

CCMH-BY B
1st BATTALIOH, 19tb IHFAHTRY

Uth IBFAHTRY mYISIOH
FOOTMILIEH, UTAH

1 December 1961

SUBJECT: Recooimendatlon for Discharge Because of Unsuitability

TO: Commanding Officer
1st Battalion, 19th Infantry
_tth Infantry Division
Fort Miller. Utah

1. Recommend the following named enlisted man be discharged
from the military service under the provisions of AR 635-209.

2* a. Home: Ralph _?• Underwood
b. Grade: Pvt E-2
c. Service Rumber: RA 19 300 83!
d. Age: 21 years
e. Date of Bolistment: 1 Dec 60
f. Term of Enlistment: 3 years
g. Prior Service: Hone
h. Duty MOS: 716.10

3* Individual does not have a reserve officer co-mission or a
reserve warrant officer appointment.

b* Elimination action is recommended because of chronic alco-
holism* The usual rehabilitative measures and available local
therapeutic measures have failed to remedy this condition.

5- AFQT score: 50

Aptitude Area scores;

m 112
AE 110
EL ,100
OK 105
MM 100
CL 120
OT 119
RC 100

Figure 11-2-9.1.
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AR 600-17

1 December 1961
SUBJECT: Recommendation for Discharge Because of Unsuitability

6. The combined efforts of the Chaplain's office, medical and
psychiatric facilities, and various forms of punishment have not met
with success*

7. COHDUCT: 7%z^s

EFFICIENCY: V^^2_sV

8. Record of trial by courts-martial: See Record of Previous Convictions
(Incl 2).

9* Record of other disciplinary actions: See Summarized Record of
Proceedings under Article 15, UCMJ (Incl 7).

7 Incls THOMAS W. UNGEN
*1. Medical Eval. Capt, Inf
*2. Rec of Prev Cnvt Comnanding
*3* Sworn Stmt - 1st Lt
*4» Sworn Stmt - 1st Lt
*$. Sworn Stmt - Sgt
6. Stmt - Pvt Underwood

*7. True Cy DA Form 262?

* No samples provided.

Figure 11-2-9.1—Continued.
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AR 600-17

COMPAHiT B
1st BATTALIOH, 19th IHFAIiZRr

FORT MILLER, UTAH

1 December 1961
(datej

SUBJECT: Action UP AR 635-209

TO:

1. I, Ralph T. Underwood, BA 19 300 831. have been counseled
by Capt Thomas W* LJngen, Co B. 1st Bn. 19th Inf and notified ty
him that I am being recommended for discharge UP AR 635-209 for
unsuitability. I am fully aware of the fact that a General Dis-
charge Certificate may be issued to me. I have been furnished a
copy of my *""*"-"""™e officer's report and copies of statements
submitted to support this recommendation and names of all witnesses
who will appear or submit a statement to be used against me. I also
understand that I am entitled to the following rights (choice In-
dicated).

( ) To a hearing before a Board of Officers, or

*( ) To waive this right and submit written statements in ay
own behalf, or

*(X) To waive both of the above rights.

2. I state that military counsel has been made available to me.
I also understand that I may elect not to request counsel end further
that I may employ civilian counsel at no expense to the United States
Government.

(X) I do not desire counsel*

( ) I desire the following named military counsel to represent
me:

(Hame, Grade, SB, Organization)

*Hot applicable to Lodge Act enlistees or Individuals with over 18
years active Federal service.

Figure 11-2-9£.
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AR 600-17

1 December 196!
SUBJECT: Action UP AR 635-209

( } I desire counsel be appointed to represent me.

( ) I desire to be represented by legaUy qualified counsel,
If reasonably available*

( ) I Intend to employ civilian counsel whose name and address
is:

(Same & Address)

3. I understand that I may submit statements in nor own behalf
and that such statements may be made by myself or by other persons
possessed of pertinent information or by both myself and such other
persons. I further understand that I may elect not to submit such
statements.

( ) I desire to submit statements In my own behalf which are
attached.

(X) I do not desire to submit statements in ray own behalf.

( ) I do desire to submit statements in my own behalf but de-
sire that such statements be deferred for submission at a
later date at my option If my case is referred to a Board
of Officers.

If* I state that I make the above elections of my own free vill
and accord, and hereby acknowledge receipt of a copy of this statement.

(SICaU_TURE OF

Thomas V.

TICI-R)

Capt
(NAME

Inf 061
J-CUUl

CSIGHATUREJ

Ralph T. Underwood
{HE TH-IS)

Pvt (E-2) RA 19 300 831
(GRADE ADD SERVICE HUMBERj

-UUJ SJSKV-IC-S

Figure 11-2-9.2—Continued.
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AR 600-17

Procedure 11-2-10
SEPARATION FOR DEPENDENCY OR HARDSHIP

1. Reference. AR 635-207.
2. Form. DA Form 2476 (Application for Separa-

tion—Hardship or Dependency).
3. General, a. An individual may submit a re-

quest for separation from active military service
because of— *

(1) Dependency, when by reason of death or
disability of a member of his family occur-
ring after his enlistment, induction or
order to active duty, members of the
soldier's family become principally de-
pendent upon him for care or support.

(2) Hardship, when in circumstances not
involving death or disability of a member
of his family, his separation from the
service will materially affect the care or
support of his family by alleviating undue
and genuine hardship.

b. Specific definitions of dependency and hard-
ship and criteria for separation eligibility are con-
tained in section III, AR 635-207.

4. Procedure, a. The soldier will be interviewed
by the unit commander and informed of the require-
ment that he present evidence of hardship or de-
pendency in the form of affidavits (see sec. IV, AR
635-207). If an application is received, it should be
checked carefully to insure that it contains the
required evidence.

(1) The evidence will include statements
made by, or in behalf of, the individual's
dependents, and by at least two disin-
terested persons or agencies having first-
hand knowledge of the circumstances.
These statements should include reasons
why other members of the family can or
cannot, aid in the physical care or financial

support of the family (figs. 11-2-10.3,
11-2-10.4, and 11-2-10.5).

(2) If the conditions requiring separation are
the result of disability of a member of the
soldier's family, a physician's certificate
will be furnished showing specifically—

(a) When the disability occurred.
(6) Nature of the disability.
(c) A forecast of the course of the disability

(fig. 11-2-10.6).
(d) Whether the disability is temporary or

permanent.
b. Interview the soldier and have him complete a

draft (handwritten) of his application (fig.
11-2-10.1).

c. Prepare the application for his signature in
original and 4 copies and inclose statements or other
evidence. Only 1 copy of each statement and
similar evidence is required.

d. Prepare the forwarding indorsement (fig.
11-2-10.2). Information shown on the sample for-
warding indorsement must be furnished.

(1) Check the Personnel Data Card (PDC)
to insure correctness of basic personnel
data.

(2) Check reverse of the PDC for pending
personnel actions or flagging actions.

e. When the indorsement has been completed
and signed by the unit commander—

(1). Remove 1 copy (incl not required) for the
unit files.

(2) Forward application in original and 3
copies through battalion headquarters to
the PSD.

(3) Annotate reverse of the PDC in red pencil,
"Req for hardship diseh sbm (date)."
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AR 600-17

APPLICATION FOR SEPARATION - HARDSHIP OR DEPENDENCY

1. UNDER THE PROVISIONS OF AR 63B-207, IT IS REQUESTED THAT 1 BE SEPARATED FROM THE U.S. ARMY DUE
TO (fiatdthip) (Dtpandancr)-

2. I HAVE BEEN INTERVIEWED BY A COMMISSIONED OFFICER AND ADDITIONALLY ADVISED THAT FALSE STATE-
MENTS ON THIS APPLICATION WILL CONSTITUTE A VIOLATION OF THE UCMJ, 1«t, AND MAY SUBJECT ME TO TRIAL BY
COURT-MARTIAL.

3. THE FOLLOWING INFORMATION IS SUBMITTED AS A BASIS FOR CONSIDERATION OF MY APPLICATION FOR SEP-
ARATION.

SECTION I - (To be complefftd by all applicant* tor hardship separation.)
1*. NAME OP APPLICANT

Ralph T Underwood
_a. MARITAL, STATUS

Single
b. PATK OF MARRIAOE

N/A

SERVICE NO.

RA 19 300 831
e. A is a OF WIFE

N/A

c. CRADE

FFC E3
if. ASSI6NED UNIT

Co B, 1st Bn, 19th Inf
d. PRESENT ADDRESS OF WIFE

N/A
DEPENDENT CHILDREN fft •ttpettildfan. explain In Station OI arkf Ihtr *» net rappottaj by r»*l t+ttitr.)

None

ADDRESS

PARENTS (To In coaplattd by all applicant* tor hmrdatitp or dapandaacf aapmrmlton,)

FATHER Joseph B. Underwood
MOTHER Mary F. Underwood
FATHER-IN-LAW

MOTHER-IN-LAW

Route 6," Wayne. PEL,
Route 6, Wayne, Fa.

MONTHLY
INCOME

None
Hone

PboF
Pair

S. APPLICANT'S BROTHERS ft SISTERS, WHETHER LIVING AT HOME OR ELSEWHERE, ft OTHER MEMBERS OP FAMILY NOT LISTED

John R. Undervood
Henry G. Undervood
Susan F* Underwood

10

RELATIONSHIP

Brother
Brother
Sister

Route o, wayne, fa.
Route 6. Wayne, Pa.
Route 6r Wayne- Pa.

OCCUPATION

Student
Student
Student

MONTHLY
INCOME

~H7A

N/A

. OIVE REASONS FOR REQUESTING RELEASE AND INCLUDE CHANGES, IF ANY, THAT HAVE OCCURRED IN THE HOME CONDITIONS
SINCE APPLICANT'S ENTRY INTO THE SERVICE.

In July of this year my father was injured in an accident at work which resulted
in the amputation of his left arm. Vfy father will be unable to work for some time
leaving the responsibility of caring for our family to me. I am the oldest of four
children, my brothers and sister are still attending elementary school.

SEPARATION?

There is no recourse other than separation.

OUTLOOK (Attach alattattnt Item mtlandln

My father was injured in July of this year. The injury resulted in amputation of his
left arm. Itiy father will never be able to work at his profession again.

DA, F«?TH..2476
Figure 11-2-lO.t.
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». ASSISTANCE RENDERED BY INDIVIDUALS LISTED IN ITEMS 4 AND S IN ATTEMPT TO ALLEVIATE HARDSHIP CONDITIONS. IF NONE.
EXPLAIN WHY IN EACH CASE. (Aaalaiunea rmdtnd fncfud*. phymlcut -• wtlt _• mon.l-fy *../.r_n_«.)

ASSISTANCE RENDERED (II non., .ipl*'n

mother has to care for my younger brothers and sister"Mary B. Underwood
and is not able to work outside the home.

John R. Underwood Minor child
Henry G. Underwood Minor child
Susan P. Underwood Minor child

O. WHAT WILL APPLICANT DO, IP RELEASED, THAT WILL ALLEVIATE THIS HARDSHIP CONDITION? (Attich •(•Union ( ol pro f pact tra
araploytr, II applicable.)

I have been offered my old Job upon my release from the service. My weekly
income will be $90.00 per week. This will be sufficient income to support the family.

1. C I V I L I A N O C C U P A T I O N AT TIME OP E N T R Y INTO SERVICE (Entat btlal datottption ol (full.., company by which aoiploytd, datat ol .m-
ploymanl, and mvarai* monthly Income.)

Bricklayer with the Wayne Construction Co., 6ll Main St., Wayne, Pa. Bnployed from
Feb I960 to Feb 1961. Monthly income was $360.00.

APPLICANT'S PRESENT INCOME (Copy from Imtt r»tulmr mltltmry pay roaehn.)

M I L I T A R Y P A Y
(La** BU contribution
for Clttt O fllotmant)

QUARTERS A L L O W A N C E
(Omit II EM dfpondonta
r i cUving Claaa Q alrat)

SEPARATE RATIONS
OR SUBSISTENCE

ALLOWANCE

. UNIFORM
ALLOWANCE

HAZARDOUS
DUTY PAY

TOTAL
INCOME

99.37 None None None Hone 103.57
ALLOTMENTS OR CONTRIBUTIONS PRESENTLY IN EFFECT BY APPLICANT (Spaelly typm end -mount.)

WIPE AND/OR CHILDREN

None
FATHER AND/OR MOTHER

$1)0,00 (Class E)
OTHER

None
OTHER

None
4. APPLICANT HAS BEEN INFORMED OP HIS PRIVILEGE TO APPLY FOR A CLASS Q ALLOTMENT ON BEHALF OF HIS DEPENDENTS.

BUT DOES NOT HAVE THIS ALLOTMENT IN EFFECT FOR THE FOLLOWINQ REASONS!

I have applied for a Class Q allotment, but this is an inadequate sum to support
5 people.

AVERAGE MONTHLY INCOME AND EXPENSES OF PERSONS UPON WHOM APPLICATION IS BASED (Ptotatt II naotfttfy.)

CLASS Q
EARN1NCS

RENTAL OF
PROPERTY

DIVI-
BUSINESS

TOTAL
INCOME

WIPE'S
EXPENSES

CLOTH1N9
PRIVATE

BUSINESS
TOTAL

EXPENSE!

N/A
PARENTS

(Or othara)
DROSS INCOME

CLASS Q
ALLOTMENT

EARNINGS RENTAL OF
PROPERTY

DIVI-
DENDS

PRIVATE
BUSINESS

SOCIAL
IECURITY

INSUR-
ANCE

BENEFITS

TOTAL
INCOME

None None None None None None None None None None
PARENTS

(Of oth •, a)
EXPENSES

CLOTHING UTILITIES PRIVATE
BUSINESS

TOTAL
EXPENSES

68.50 86,00 50.00 16.00 None None 26.00 $220 ."00~
ASSETS OF APPLICANT AND PERSONS UPON WHOM

APPLICATION IS BASED (Do not Include larm equipment.) 17. OUTSTANDING OBLIGATIONS OF APPLICANT AND PER-
SONS UPON WHOM APPLICATION IS BASED (Include lam.)

DESCRIPTION
CASH VALUE

AUTOMOBILE None $1100.00 11,000 To buy home •5P_
None
None None

BONDS AND STOCK* Ktne None
PROPERTY (Olttai (h.n homo) Hone

FROM OBLIOATIONS WHICH HE PERSONA UL.Y INCURRED PRIOR TO INDUCTION. AND HAS INDICATED THAT HE (flau) (will) (wttl not
REQUEST SUCH RELIEF fD.f.t. paranthstlcat phr.... thai an not applicable). IN EVENT APPLICANT WILL NOT REQUEST SUCH RE-

N/A

Figure 11-S-tO.t—Continued.
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AR 600-17

SECTION II - (To be completed by applicant e for whom tanning operation la baaia for Hard 'hip or Dependency Separation. J
t9-L MAJOR CHOPS NORMALLY GROWN ACREAGE b. ANIMALS NUMBER VALUE c. MACHINERY VALUE

20. INDICATE WHETHER APPLICANT, RELATIVES, HIRED HELP, ETC., ACCOMPLISHES THE FOLLOWING

a. PLOWS GROUND

NORMALLY WHILE AF

b. sows SEED
C, FERTILIZES GROUND

it CULTIVATES

•- HARVESTS FORACE CROPS

g. HARVESTS TRUCK CROPS

J. PERFORMS CHORES REQUIRED FOR PEEOIN tt ANIM A LS

21. ACREAGE

C. IN PULL PRODUCTION

d. UNPRODUCTIVE (Wooded, iMjIltlabla, etc.)

a, SOIL BANK PLAN Ol " member) (Money received therefrom ahoald be ahonn In Item IS)

I. DEVOTED TO HOUSE. GROUNDS. OUTBUILDIN OS. ETC.

PLICANT IS IN SERVICE

.

NO. OF ACRES

22. COMPLETE THE FOLLOWING, IF OPERATION OF FARM REQUIRES THE SERVICES OF MORE THAN ONE, INDICATING NUMBER

23- LEGAL OWNER
OF- FARM

FULL

NAME ADDRESS RELATIONSHIP

2S. TEMPORARY MEASURES WHILE IN SERVICE (Continue in S.cflon IB, II neceeeary)

* SIVE REASONS WHY PER
SERVICE

b. CAN HIRED HELP BE OBTAINED? (Attach ttateoienl /ran local county agricultural agent retorting aratl ability ol larm labor)

[ 1 res 1 1 NO

O ves I — 1 NO Ol YSS. explain why ffttelance trill not be rendered through thta aouree)

d. CAN FARM BE RENTED ON A SHARE CROP OR SIMILAR BASISt

DYES f~l NO 01 NO, explain)

CJ V ES Q NO ft/ WO,

28. DID APPLICANT ASSIST

explain why maaletenca 'will not be rendered through Oil* fovtce)

IN THE OPERATION OF THE FARM PRIOR TO ENTRY IN THE SERVICET (̂

IRISES'

3 VK" CD NO
* IF APPLICANT DIO ASSIST. DID HE DERIVE ALL HIS INCOME FROM THE FARM? Q YES [ I NO

b. IF APPLICABLE. WHAT MEANS DID HE EMPLOY TO SUPPLEMENT HIS INCOME?

Figure ll-S-10.1—Continued.
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AR 600-17

Underwood, Ralph T. 1st Ind
RA 19 300 831
SUBJECT: Application for Hardship Blscharge

CO, Conrpany B, 1st Bn, 19th Inf, Ft Miller, Utah, 31 Dec 6l

_3_ra0: Cc-anandlng Officer, let Bn, 19th Inf, Ft Miner, Utah

TO: Commanding General, 99th Inf BIT, Ft Miller, Utah
.: AG-PSD

1* BeccD-mend approval*

2. Pfc Underwood la not under charges, investigation, flagging
action under AR 600-31, or administrative actions which may result
In reassignment or separation.

Incl THOtAS V. LDKD-R
1* I«tr fr father Capt, Inf
2. Ltr fr fand-Ly friend Ormnanaing
3. Ltr fr father's enployer
\e FhyBiclan's certificate

Figure 11-t-lO.t.
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Bovomber 25, 1961

Officer
Co B, 1st So, 19th Inf
Fort Miller, tJtah

Dear Sir,

I would certainly appreciate a discharge from the Amy for my
BOD, Pfc Ralph T. Underwood, RA 19 300 83!.

We were doing pretty good after Ralph joined the Anoy last
year, even without the $50.00 a month he used to give hie mother to
help out. In July this year I had an accident and they amputated
ray left arm. I haven't been wor_-ing since then and It has been real
difficult to pay the bills from month to month. I have just about
used up our savings, and the Insurance money and am now preparing to
arrange a loan (or sell) the car (1959 Model). I have three other
children but they are still going to elementary school and I hope
they can continue to get their education.

The $to.OO allotment from Ralph is a real godsend but it Just
isn't enough money to take care of everything. Mr. Drake, vho owns
the Wayne Construction Company, said he would hire Ralph if he could
get an honorable discharge or even be released to the Reserve Unit
here In Wayne. We certainly need Ralph's help and I vould like for
him to be discharged from the Army.

Sincerely,

Notary Statement and Seal

Incl 1

Figure it-e-10.S.
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BD o, vayne, -n*
December 1, 1961

Company B, 1st Battalion
99th Infantry Division
Fort Miller, Utah

Dear Sir:

I am writing this letter In an effort to help Pfc Ralph T.
Undervood obtain his release from the Anuy.

Having known the Undervood family and having been their neigh-
bor for the past 23 years I am very familiar with their present
circumstances.

last July, Mr. Joseph Undervood was hurt while at work and
subsequently had his left arm amputated. Since that time Mr. and
Mrs. Undervood and their three young children have been in an ex-
tremely difficult financial condition.

To the best of my knowledge the only help they receive Is from
their son Ralph.

The only solution to the Undervood1 s dire circumstances Is the
financial support and care Ralph can give at home. Hone of the
children or relatives are able to render any assistance whatsoever.

The entire family is an asset to this oonnanity and are fine,
respectable people*

It is my sincere hope that you will do everything In your power
to help this family get on its feet again by assisting Ralph in his
efforts to be released from the service*

Sincerely yours,

Notary seal

•t**

J

Incl 2

Figure ll-t-10.lt.
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VA-OE COBS_9RTC.nCQH CQKPA1I7
611 Main Street

WASTHK, PEHHSTLVAHIA

December 1, 1961

Captain Thomas V. Ungen
Company B, 1st Bn, 19th inf
99th Infantry Division
Fort Miller, Utah

Dear Sir:

--his letter is in reference to a request I received from Pfc
Ralph T. Undervood regarding employment In the event that he is
released from the Army.

I have known the Undervood family for about 25 years and am
very familiar with their present difficulties. Mr. Joseph B.
Undervood had been In my employ for approximately 25 years and on
July 1, 1961 he was involved In an accident while at work, which
resulted In the loss of his left aim. Mr. Underwood's son, Ralph T*
Underwood, was in my employ for about 1 year before his entry into
service.

Both Joseph and his son were exceptionally good men on the Job
and fine family men.

As the result of the accident the family le very hard put to
make ends meet and any consideration you could give him toward
release from the service would alleviate the distressed condition
of the family* Ho one at home is able to assist the family because
the children are all of school age.

I will hire Ralph Immediately upon separation from the service
and put him on the Job he left, bricklayer's helper, at a wage of
$90*00 per week.

Tours truly,

John B. Drake
Building Contractor
Wayne Construction Company

Hotary Seal

Incl 3

Figure 11-2-10.5.
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H. M. STONE, MD
200 Park Street

WAXNE, PEHNSYLVANIA

December 1, 1961

Company Officer
Company 3, 1st Battalion
19th Infantry Division
Fort Miller, Utah

Dear Sir:

This letter is to inform you that on July 1, l?6l, I treated
Mr. Joseph B, Underwood for an injury incurred while at work.

Due to the nature and extent of injuries sustained, it was
necessary to amputate his left arm. I have continued to treat
Mr. Underwood and his progress has been good.

In my opinion Mr. Underwood will not be able to return to the
same type of work which he performed prior to his injury.

Yours truly,

TP

Incl

Figure ll-t-10.8.
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Procedure 11-2-11

SUSPENSION OF FAVORABLE PERSONNEL ACTIONS

1. References.
a. AR 381-130.
b. AR 600-31.
c. AR 604-10.
2. Form. DA Form 268 (Report for Suspension

of Favorable Personnel Action).
3. General, a. DA Form 268 is used for nagging

records of those individuals—
(1) To whom the provisions of AR 604-10

apply (security investigation).
(2) Against whom action is initiated which

may result in dismissal, discharge, court-
martial, disciplinary action, demotion or
elimination proceedings.

(3) AWOL, under charges or restraint by
civilian authorities, or against whom in-
vestigation is initiated of allegations or
incidents reflecting unfavorable upon their
character or integrity.

6. None of the following favorable personnel
actions can be accomplished while an individual is

(1) Reassignment (except as authorized by
par. 5, AR 600-31).

(2) Promotion.
(3) Appointment or reappointment.
(4) Enlistment.
(5) Discharge.
(6) Release from active duty.
(7) Award of a decoration or commendation.
(8) Retirement.
(9) Attendance at a service school.

c. The following procedures do not apply to
security cases under section II, AR 600-31.
Flagging action involving personnel security cases
will be performed as directed in AR 600-31.

d. Flagging action on officers and warrant
officers, including those of the Reserve Components
serving on active duty as enlisted men, will be ac-
complished only at the specific direction of the com-
mander.

4. Procedure, a. Secure the information re-
quired to complete a pencil draft of DA Form 268
(initial report), items 1 through 12, from the Per-
sonnel Data Card (PDC).

b. Obtain the information to complete items 13
through 17 from the first sergeant or executive
officer.

AGO &383A

c. Use the pencil draft as a guide and type the
required number of copies of DA Form 268 (fig. 11-
2-11.1). Copies must be furnished each headquar-
ters in the chain of command as follows:

(1) Original and 1 copy to the Division Com-
mander, ATTN: AG-PSD.

(2) One copy to the Brigade Commander,
Division Artillery Commander or the Sup-
port Command Commander, ATTN: Si,
as applicable.

(3) One copy to the Battalion Commander,
ATTN: Si (if unit is organic to a
battalion).

(4) One copy will be placed in the company/
battery suspense file for control of interim
reports (e below).

d. Have the unit commander complete the au-
thorization on all copies.

(1) Prepare envelopes for addresses other than
the battalion headquarters.

(2) Annotate reverse of the PDC in red pencil,
"Flagged under AR 600-31 (date)."

(3) Where flagging action was initiated due to
AWOL, annotate the reverse of the PDC
in red pencil "Flagged—final report (AR
600-31) to be made on date dropped from
the rolls (date)."

(4) Change the deployability status of the
soldier on the face of the PDC.

(5) Remove 1 copy of DA Form 268 for sus-
pense file.

(6) Original and all remaining copies of DA
Form 268 will be hand-carried to the bat-
talion Si/adj.

(7) Make MR entry changing FSA code.
e. Count 120 days after the date of the initial

report; write that date in red on the upper border
of your copy of DA Form 268 and put it in the unit
suspense file. This is the date on which the first
interim report is submitted.

/. Prepare the first interim report (fig. 11-2-
11.2) on DA Form 268, items 1 through 12, items
19 through 24, and Section IV. Obtain information
for items 19 through 24 from the first sergeant or
executive officer. You will accomplish this report
on the date entered on the upper border of the initial
report. Count 120 days after the date of the first
interim report; write that date in red on the upper

11-113
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border of unit copy of DA Form 268 and place in
suspense. This is the date on which the second in-
terim report is submitted.

g. Prepare the second interim report on DA Form
268 completing the same items as on the first in-
terim report. Count 30 days after the date of the
second interim report; write that date in red on the
upper border of DA Form 268 and place in sus-
pense. This is the date on which the third interim
report is submitted. If subsequent reports are re-
quired follow the procedure in this subparagraph.

A. When the final report lifting the nagging
action is required (par. 12c(3), AR 600-31)—

(1) Remove the copy of DA Form 268 from
suspense file.

(2) Prepare final report (fig. 11-2-11.3) on
DA Form 268, by completing items 1
through 12,25, and Section IV, in the same
number of copies and for the same dis-
tribution as required for the initial re-
port. Obtain the information for item 25
from the first sergeant or unit commander.

(3) After the unit commander signs the re-
port, dispatch it to addressees indicated
in the distribution.

(4) Annotate the reverse of the PDC in red
pencil "Flagging removed (date)."

(5) Destroy all copies of DA Form 268 per-

taining to the case in the unit file.
(6) Make MR entry changing FSA code.

i. When DA Form 268 establishing flagging act-
ion on a soldier of the unit ia received from another
headquarters—

(1) Provide a copy of DA Form 268 to the unit
commander immediately.

(2) Annotate the reverse of the PDC in red
pencil "Flagged under AR 600-31 (date
and headquarters controlling flagging
action)."

(3) Change the deployability status of soldier
on the face of the card.

(4) File DA Form 268 in the unit files in a file
established for this purpose.

(5) Make MR entry changing FSA code.
j. DA Form 268 will not be prepared at unit level

for officers including Reserve officers serving on
active duty as enlisted men (service number prefix
RO, RM, or UR).

(1) Should flagging action be required on this
category of personnel, the unit commander
must make an immediate personal report
to the battalion commander.

(2) DA Form 268 will be initiated by the bat-
talion personnel staff NCO, or the PSD,
as determined by local command direc-
tives.

11-114 AGO 8383A
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11 am the widower of the deceased member or retired member named in Section I, that t am not now mat tied and have not remarried since
date of death of said member or retired member and that at the time of said member's or retired member's dealt] I was dependent upon such
member or retired member for over one-half of my support because of a mental or physical incapacity. Lawful marriage to said •nember or

retired member took place at ________________________________________________ on ___________________________.

l. |~ 1

/. [— 1

AH children named are my legitimate, legally adopted or step children; that all children are unmarried; that all children named who BIB over 21
years of age are (1) incapable of self-support because of a mental or physical incapacity (hat existed prioi to their reaching the age of 21 and
are in fact dependent upon me for over one-half of their support or <2) have not passed their twenty-third birthday and are enrolled in a fu l l -
time course of study in an educational institution above high school level which normally maintains a regular faculty and curriculum and nor-
mally has • regularly organized body of students in attendance at the place where the educational activities are carried on and are in fact
dependent upon me for over one-half of their support,

All children named are the legitimate, legally adopted or step-children of the deceased member or retired member named in Seclion I, that all
children named are unmarried; that all children named who are over 21 years of age are (1) incapable of self-support because of a mental or
physical incapacity that existed prior to their reaching the age of 21 and were in fact dependent upon the deceased member or retired member
at the time of the member's or retired member's death for over one-half of their support ot (2) have not passed (heir twenly-lhird birthday and
•re enrolled in a full -lime course of study in an educational institution above high school level which normally maintains e regular faculty end
curriculum and place where the educational activities are carried on and were in fact dependent upon the deceased member or retired member
at the time of member's or tetired member's death, for ovet one-half of their support.
NOTE - Section (/ - (n those special circumstances which permit children over 21 entitlement to medical care, indicate alter date ol birth
(INC) lor incompetence, or (SCH) lot of tendance at approved school. Enter under Remarks the name of tho institution ol higher teeming.

I am the parent ot porent-in-lnw of the deceased member or retired member named in Section 1 and at the t ime of said member's or retired
member's death. 1, and all other parents or parents-in-law named herein resided in the household of said member or retired member, and were
in fact dependent upon said member or retired member for over one-half of our support. *

I Bm "*e 'eB-' guardian of the dependent oi dependents of the deceased member or retired member named in Section I, and further certify that
the named dependents meet the criteria for eligibility prescribed by Public Law 569, 84th Congress, as indicated by blocks checked above.

All parents oi parents-in-law named are in fact dependent upon me for over one-half of their support and actually reside in my household.

1 am entitled to tetired, retirement, or retainer pay or equivalent pay as a result of service in a uniformed service, other than by retirement
under title 111 of the Army and Air Force Vitalization and Retirement Equalization Act of 1948.

I am entitled to tetired oi retirement pay under Title 10. U.S.C. Section 1331 - 1337 (formerly Title II! ol the Array and Air Forca Vilalizatioa
end Retirement Equalization Act of 1948) and 1 have completed eight or more years of active duty as defined in sub-section 101(E) of the
Armed Forces Reserve Act of 1952. 66 Stnt. 4SI, SO U.S.C. 901, periods of active duty were as follows:

2 For Ihn purposes of .Ktiical earn, (/iff ro7'rire.7ierjf oi actually rosiilinfi in tlit household shall ha lullilled whan the parent or paewnt-in-fetc actually
rnaid'W. or s-ns t*sulii$ s( tii* linrt ol d~3lh ol a i-'jin'jmr or rftiinl rjcrr.i'a1, in a ri»vllin& plact providid or rraintainai hy said mrwibor or rotirod m

Ccmnissary Agent: Mrs. Mary J. Undervood

CONDITIONS APPLICABLE TO RECIPIENTS OF CAROJ

Recipients of the Uniformed Services Identif icat ion tnd Privilege Card(s) authorized on the basis of this application will be responsible for proper use
of the privileges and fHCili t ies authorized. Recipients mill surrender cards immediately upon call to do so or when appropriate under applicable regulations,
and will notify the agencies designated to grant luthorizations for privileges and facilities in event of any change in status affecting eligibility therefor.
Medical ctre furnished in uniformed services facilities is subject to the availability of space, facilities, and the capabilities of the medical staff to provide
such care. Determinations ma-it by the medical officer or contract sur-eon, or his designee, as to availability of spice, facilities, and the capabilities of
the meiiicjl staff shall bs conclusive, iluimburdemjnt jh^ll oe required for any unauthorized medical core furnished at Government expense. Penalty for
presuntjn-j false claims or making falje <;tute:ients in connection vilh claims; fine of not mote than "10,000 or imprisonment for not mote than five years or
ooth. Act 25 June 1913, 18 U.S.C. 787, 1001.

1 December 1961
SECTION IV - VERIFICATION BY PERSONNEL OF/tCER"Or^ OTHlfrfRESPONSIBLE OFFICIAL OF SPONSOR'S SERVICE

THE STATUS OF THE PERSONS NAMED IN SECTION II HAS BEEN VERIFIED. ISSUE OF DO FORM 1 173 BY ANY U.S. M I L I T A R Y A C T I V I T Y IS AUTHO
FITS 9 PRIVILEGES TO WHICH ENTITLED. EFFECTIVE B EXPIRATION DATES OF ELIGIBILITY FOR EACH NA«EP PERSON ARE VERIFIED.' ISSUI
QUESTED TO I A] ISSUE DD FORM 1173 UPON PRESENTATION OF THIS APPLICATION (O) ENTER IN THE APPROPRIATE COLUMN OF SEC II THE C
ISSUED WITH THE O A T S ISSUED 1C] COMPLETE SECTION V OF THIS APPLICATION FORM AND RETURN IT TO THE ORGANI IATION DESIGN

ZEO. 9EN
AGENCY

ARD NUMBER

S I G N A T U R E

SECTION V - AUTHENTICATION BY ISSUING ACENCf
SIGNATURE

Figure 11-S-1S.1—Continued.
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AR 600-17

Procedure 11-2-13

AWOL AND DESERTION

1. References.
a. AR 355-60.
6. AR 630-10.
c. AR 643-40.
d. AR 700-8400-1.
2. Forms.
a. DA Form 188 (Extract Copy of Morning Re-

port).
6. DA Form 268 (Report for Suspension of

Favorable Personnel Action).
c. DA Form 442 (Inventory of Personal

Property).
d. DA Form 1546 (Request for Issue or Turn-In).
e. DA Form 10-102 (Organizational Clothing

and Equipment Record).
/. DA Form 10-195 (Individual Clothing

Record).
3. General, o. Throughout this procedure the

term "deserter" is used solely to administratively
define an individual who has been dropped from
rolls of his organization.

6. The company has many specific duties when-
ever an AWOL or desertion occurs. After the
initial morning report entry of an AWOL is made,
there are three major suspense dates to consider in
planning for administrative processing of AWOL's
or deserters—

(1) On the 10th day, the AWOL's nearest
relative must be notified.

(2) On the 29th day, the AWOL is dropped
from the rolls of the unit as a deserter.
See paragraph 2d AR 630-10 for excep-
tions to this date.

(3) On the 59th or 119th (overseas) day, the
deserter's personnel records are forwarded
to The Adjutant General.

c. Prior planning will obviate a heavy workload
at the last minute or a delay in forwarding records
and reports.

d. The division Replacement Detachment will
comply with paragraph 26, AR 630-10 to determine
the status of intransit personnel who fail to report
to the division and, if necessary, follow the pro-
cedures below.

4. Procedure, a. Upon determination of an
AWOL—

(1) Make proper morning report entry (AR
335-60).

11-124

(2) Prepare flagging action (Procedure
11-2-11).

b. The commander will make an inquiry into
probable causes or motives for the absence, making
a written report of his findings.

c. On the 10th day of AWOL a letter to the
absentee's nearest relative is prepared and dis-
patched (par. 3d, AR 630-10).

d. On the 29th day of AWOL—
(1) Make a morning report entry dropping the

individual from the rolls of the organiza-
tion as a deserter. See paragraph 2d, AR
630-10 for exceptions.

(2) Prepare DA Form 188 (Extract Copy of
Morning Report) in quadruplicate.

(3) The supply officer will inventory and dis-
pose of the absentee's property in accord-
ance with AR 643-40 and AR 700-8400-1.
If no property is found, a written negative
report will be made.

(4) Money left by the absentee will be de-
posited with the finance officer and receipt
obtained.

(5) The battalion S2 will be requested to take
action to revoke any security clearance.

e. The following reports and forms will be for-
warded to the PSD as soon as possible, but not later
than 30 days after the absentee is dropped from the
rolls in CONUS. Oversea commanders may extend
this period to 90 days.

(1) Copy of the letter to the nearest relative.
(2) The commander's inquiry report.
(3) Charge sheets in triplicate (if applicable).
(4) Finance officer's receipt for money de-

posited (if applicable).
(5) DA Form 442 (Inventory of Personal

Property).
(6) DA Form 1546 (Request for Issue or

Turn-In).
(7) DA Form 10-102 (Organizational Cloth-

ing and Equipment Record).
(8) DA Form 10-195 (Individual Clothing

Record).
(9) DA Form 188 (Extract Copy of Morning

Report) in quadruplicate.
/. Immediately upon return of an AWOL or

deserter to duty—
(1) Refer him to the servicing medical facility

AGO 8383A
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for a medical examination in accordance
with paragraph 7o, AR 630-10.

(2) Make appropriate morning report entry
(AR 335-60).

(3) Make interim flagging action report (Pro-
cedure 11-2-11).

(4) Commander will prepare charge sheets,
(5) Take any other action requested by the

commander or PSD.

AK 600-17

g. If an individual attached to the company goes
AWOL his parent unit will be notified by the fastest
means available, providing the information required
by paragraph 2kt AR 630-10. The parent unit will
make proper morning report entries and follow the
procedures in paragraph a through e above, so far
as possible.

h. ACDUTRA personnel will not be processed
using this procedure, but will be processed in accord-
ance with paragraph 18, AR 630-10.
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AR 600-17

Procedure 11-2-14
BARS TO ENLISTMENT OR REENLISTMENT

1. References.
a. AR 635-200.
6. AR 640-98.
2. Forms. None.
3. General. AR 635-200 provides

procedures to bar enlisted personnel from enlisting
or reenlisting in the Regular Army. This bar is
intended primarily for those individuals the com-
mander determines to be untrainable or unsuitable
for military service and. whose conduct and effi-
ciency warrant a General Discharge, but whose
actions do not warrant elimination for unfitness or
unsuitability (AR 635-208 and AR 635-209). Bars
are approved by the division commander, and upon
approval are filed in the individuals personnel files.
An appropriate remark is entered in the service
record and on separation papers.

4. Procedure, a. On determining that an in-

dividual should be barred from further service, the
commander prepares a letter in certificate form
(fig. 11-2-14.1) giving the reasons for the request,
the time the individual has served in the unit, the
commander's efforts to rehabilitate the individual;
a summary of the individual's offenses, and the
individual's conduct and efficiency ratings.

b. The request will be shown to the individual
and he will be given an opportunity to make a state-
ment (fig. 11-2-14.2) in accordance with AR
640-98.

c. The request will be forwarded to the next
higher headquarters in original and 3 copies.

d. The commander of the unit to which an in-
dividual is assigned or attached may request re-
moval of a bar to enlistment or reenlistment if he
determines the individual is in fact qualified for
further service. The request will be forwarded in
the same manner as a request to bar.

,
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AR 600-17

HEADQUARTERS
CCMPABY B, IST BATTALIOH

1$TH IHFABTECX
FORT KILLER, UTAH

21 September 196!

SUBJECT: Certificate of Unsuitability for Bnlistanent/Reenlietment

TO: (y-Mguqfî mtig Officer
1st Bn, 19th Inf
Fort Miller. Utah

1. In accordance with the provisions of paragraph 8c,
AR 635-200, this Is to serve as my certificate to the effect that
I consider FVT RALPH T. UHDEBWOOD. BA 19 300 831,. a substandard
soldier who should be barred from enlistment/reenllstment In the
service.

2. FVT UHDERWOOD has been assigned to this unit for ____
months.

3. FVT UNDERWOOD has a record of habitual misconduct in this
unit as evidenced by ____ Article 15 actions against him and
______ convictions by courts-martial. Offenses range from _____
to .

IT. I have counseled this individual on numerous occasions and
have advised him of the adverse consequences which might ensue from
this or similar personnel actions. This has been to no avail. I
forward this certification for approval, all other rehabilitation
actions having failed to date.

Conduct ~&**s^ _________ Efficiency

6. A statement by subject 91 as required in paragraph T,
AR 6*1(0-96 is Inclosed.

1 Incl THOMAS W. L__NOEH
as Capt, Inf

»F

Figure
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AR 600-17

CCMHUir B, ISTBATTALICa?
19TH IHPAKTRY

TORT MILLER, UTAH

21 September 1961

SUBJECT: Certificate of Unsultabillty for EnUstment/Reenlistinent

I have read and understand the allegations made by my
this date, and—

(/[) elect not to make a statement.

( ) submit the following statement in my behalf.

RALPH T.
Prt
RA 19 300 831

11-12$ AGO B883A
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AR 600-17

Procedure 11-2-15
CHANGES TO RECORDS OF NAME OR BIRTH DATA

1. Reference. AR 600-2.
2. Form. DA Form 1049 (Personnel Action).
3. General, o. A change to records of name must

be presented by the individual. Such a change may
be required by an erroneous entry on the individ-
ual's records on entering service, a change by court
order, naturalization, or the addition or deletion of
Sr., Jr., Ill, a middle name, etc.

b. A change to date or place of birth will be re-
quested when the recorded entry is in error.

c. Normally the authority to approve these
changes will be delegated to the unit commander.

4. Procedure, o. Change to record of name.
(1) When a change to the record of name is

required, the individual will submit a
request on a DA Form 1049, (fig.
11-2-15.1) to his immediate commander
with the following substantiating docu-
ments:

(a) A certified copy of the court order or

decree, if applicable.
(6) Evidence required by AR 600-2, where

the change is through other than court
decree.

(c) Addition or deletion of Jr., Sr., Ill, and
middle names, or slight changes in
spelling may be made on the individual's
statement.

(d) On naturalization—a statement from
the individual's superior officer stating
he has seen the naturalization certificate
and the name has been changed as
stated on the application. A naturali-
zation certificate may not be re-
produced.

(2) The unit commander will approve or dis-
approve and forward to the PSD.

6. Change to records of date or place or birth will
be accomplished in the same manner as above, pro-
viding the evidence required by AR 600-2.
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AR 600-17

PERSONNEL ACTION
(AR 340-15)

Fl LE R E F E R E N C E

UHBERWOOD, RALPH T.
RA 19 300 831

D A T E

12 Oct 61

Request for Outage of Record of Home

CO, Co B, 1st Bn, 19th Inf
Port Mill ftr, Utah

B4 BAUH T UHEBBBOOD, BA
Co B, 1st Bn, 19th Inf
Jort Miller, Utah

PROCESSING A C T I O N S

1. UP para 9, AH 600-a request that my name of record be changed froa
RAIfB TZLER UHCKRWOOD to ROBEHT TAILOR

2* Whan I enlisted __y nane was erroneously entered on ̂r enUstanemt papers
because of an error on my birth certificate* I have nov received a corrected
copy of my birth certificate and desire to have my records changed to ehov my
correct name*

2 Incl*
1* Certified copy of birth

certificate
2. Affidavit of parents

RAl-fH
BA 19 300 831

10: CO, 99th Inf Div
AO-PSD

HUM: CO, Co B, 1st Bn, 19th Inf 12 Oct ol

Approved*

2 Incl
nc

* Ho samples provided

OHCMAS W. UK-SI
Capt, Inf

USE PLAIN PAPEtt FOR CONTlNUATrON OF COMMENTS

DA.^1049

Figure ll-t-16.1.
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AR6WM7

November 25, 1961

^^lng General
Finance Center, U. 8. Anay
A-PEN: Allotment Operations
Indianapolis 1*9, Indiana

Dear Sir:

I am the wife of Pfc Ralph T. Underwood, RA 19 300 831, Co B,
1st Bn, 19th Inf, Port Miller, Utah.

I aa currently receiving oy Class ft allotment check addressed
to 1235 South Gradate Ave., Salt Lake City, Utah.

On December 5, 1961 I as moving to 9?6 north Date St., Wildvood,
Washington, and It Is requested that 07 allotment check be nailed to
that address.

Sincerely,

—'
(Mrs) Edith T. Underwood

Change of address - Class

Figure ll-S-13.
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AR 600-17

Procedure 11-3-2
PARTIAL PAYMENT—ADVANCE PAYMENT

1. References.
a. AR 37-104.
6. AR 37-106.
2. Form. DA Form 2142 (Request for Pay

Action).
3. General, a. A soldier may request partial

payment when an emergency arises which justifies
drawing a portion of his pay due; or prior to com-
plying with TDY or PCS orders. See chapter 1,
AR 37-104.

6. Advance payment may be requested incident
to PCS to help relieve the immediate extra expenses
of the move. A normal advance is 1 month's basic
pay. For cogent reasons, up to 3 months' basic pay
may be advanced. The advance will be repaid by
scheduled deductions usually over a 6-month period,
but may be liquidated in a lesser period. Advance
payments normally are not approved for enlisted
men without dependents unless evidence of ex-
tenuating circumstances is provided to the individ-
dual's commanding officer. See chapter 1, AR
37-104.

c. Advance payment of travel allowance on PCS
may be requested in lieu of an advance of pay.
Under conditions of extreme emergency where
unusual hardship will result, an exception to this
rule is authorized and both an advance of pay and
an advance travel payment may be made (see ch.
6, AR 37-106). This type of advance may not be
requested until 10 days prior to the date travel will
commence.

4. Procedure, a. Partial payment. The first
sergeant or one of the unit officers will interview
the soldier requesting a partial payment to deter-
mine if such a payment is appropriate under the
circumstances. The actual request for partial pay-
ment is submitted on DA Form 2142 (fig. 11-3-2.1).
If the amount desired and approved is all that the
soldier has due on the date of the request, enter
"maximum" instead of the dollar amount in Section
C, DA Form 2142. Also see d below.

b. Advance payment. Prior to submission of a
request for this payment, soldier must be inter-
viewed by the unit commander. Upon completion

of the informal interview, prepare the request and
have the soldier sign it (fig. 11-3-2.2). Submit the
request to the unit commander for his action. Also
see d below.

c. Advance travel payment for PCS. When an ad-
vance of travel pay is required, as authorized in AR
37-106, complete the request and attach 2 copies of
PCS orders (fig. 11-3-2.3). Have soldier sign the
request and submit to the unit commander for
approval. Also see d below.

d. Advance payments for TDY not in connection
with PCS. An individual under orders directing
temporary duty travel, not in connection with a
PCS, who desires an advance of travel allowances
may choose to receive either an advance or per
diem, an advance of monetary allowance in lieu of
transportation, or an advance of the actual or an-
ticipated commercial cost of transportation plus
per diem.

(1) Prepare DA Form 2142' identifying the
type of advance desired and inclosing 1
copy of TDY orders (fig. 11-3-2.4).

(2) Submit for unit commander's approval.
(3) Forward to the PSD where SF 1012

(Travel Voucher) will be prepared and re-
turned to the unit for signature of the
soldier and the unit commander.

(4) Soldier should hand-carry approved travel
voucher to the appropriate finance and
accounting officer for payment.

e. Prepare all requests in original and two copies.
Send original and 1 copy to the PSD and file 1 copy
in the unit files as required by AR 345-215.

/. No formal approval of the commanding officer
is required for officers requesting partial payment,
advance pay, or advance travel pay on PCS.

(1) Complete the request in original and 2
copies.

(2) Forward the signed original and 1 copy to
the PSD without indorsement in the
"Action by Unit Commander" Section
(fig. 11-3-2.5).

(3) File 1 copy in the unit files.
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AR 600-17

REQUEST FOR PAY ACTION
(AR 37-104)

1. OATK

21 Dec 61
Co&manding Officer
Co B, __at BQ, 19th Inf

., FROM. Sgt Ralph T* underwood., KA
Co B, 1st Bn, 19th Inf

ACTION REQUESTED
PAY LESS THAN AMOUNT DUE

1 DESIRE TO DRAW I. .ON THE NEXT PAY DAY WITH THE UNDERSTANDING) THAT THE BALANCE OF PAY DUE ME
AMOUNT

WILL BE CREDITED TO MY ACCOUNT.

CHECK PAYMENT DURING ABSENCE
REQUEST CHECK PAYMENT FOR AMOUNT TO BE PAID TO ME ON PAY DAYS

BE MAILED TO ME AT THE FOLLOWING ADDRESS:

PARTIAL PAY - ADVANCE PAY - ADVANCE PAYMENT OF TRAVEL ALLOWANCE

PAY OF S-lfeStBOStt ——————— . 'CD ADVANCE PAY OF _____ MONTHS, - ( | ADVANCE PAYMENT
AMOUNT —— NR ' —— '

REQUEST r
'-

OF TRAVEL ALLOWANCE (capr ot travel order* attached). REASON FOR REQUEST:

Atcthocrlzed ordinary leave (CCBDB emergency) for 20 days effective 23 Dec 6l.

RALPH T. TJHCBRWOOD, BA 19 300 831
B. SIGNATURE OF

ACTION OF UNIT COMMANDER - .DATE

21 Dec 6l
T0t Off, 99th Inf W.T

W Ut S T -m__h Tt_b_h^HDtJ-m\fFj', VyCttl

ATTB; AO-P8D

a. FROM:

CO, Co B, 1st Bn, 19th
Ft Miller, Utah

THE ABOVE REQUEST IS: SI APPROVED I 1 APPROVED AS MODIFIED BELOW | | DISAPPROVED

B. REMARK!

10. TYPED NAME AND GRADE Of UNIT COMMANDER

OSOMAS W. UHOKB, Captain
11. S IGNATURE OF UNIT

DA.T..2142 U. S. COU£BNMEI"'P''INIING OFFICE: I95B O--'"!.'«

Figure 11-8-tl.l.
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AR 600-17

REQUEST FOR PAY ACTION
(AR 37-104) 1 DBO 61

*• T0: Officer
Co B, let Bn, 19th Inf

i. FROM, p_»e jfejjfc T. onflerwood, RA. 19300831
Co B, 1st Ba, 19th inf

ACTION REQUESTED
PAY LESS THAN AMOUNT DUE

t DESIRE TO DRAW S
AMOUNT

WILL BE CREDITED TO MY ACCOUNT.

_ON THE NEXT PAY DAY WITH THE UNDERSTANDING THAT THE BALANCE OF PAY DUE ME

CHECK PAYMENT DURING ABSENCE
REQUEST CHECK PAYMENT FOR AMOUNT TO BE PAID TO ME DAYS.

BE MAILED TO ME AT THE FOLLOWING AOORCSS'.

PARTIAL PAY - ADVANCE PAY • ADVANCE PAYMENT OF TRAVEL ALLOWANCE

REQUEST ADVANCE PAY OF_1——MONTHS. - |~~1 ADVANCE PAYMENT
NR '—'AMOUNT

OF TRAVEL ALLOWANCE (copy ol travel order* attached). REASON FOR REQUEST:

I am scheduled for PCS to Ft Ord, n->i«* on 15 Dec 6l and need funds to defray cost
of moving ft-mi-Ly and meet Christ-mas expenses In sane month* I em not requesting
any other advance of pay or alloiranoaa*

4. TYPED NAME AND SERVICE NUMBER OP MEMBER

RALFH T. UHDKRSTOOD, RA 19 300 83!
ACTION OF UNIT COMMANDER «- O ATE

1 Dec 61
'" T<* CO, 99th Inf Hv

Ft Milter, Utah
JB_W: AQ-FSD

*. FROM:
CO, Co B, 1st Bn, 19th Inf
n Millex, Utah

THE ABOVE REQUEST ISi £] APPROVED f~l APPROVED AS MODIFIED BELOW [ | DISAPPROVED

». REMARKS

10. TYPED NAME AND GRADE OF UNIT COMMANDER

THOMAS V. lOBCrar. Captain

DA,rM..2142 U. S. COVOPIHEXI PRtXTINC OfTICCMFM O—1J5I.1I

Figure ll-3-££.

11-140 AGO 8383A

SimS
Pencil

SimS
Pencil

SimS
Pencil

SimS
Pencil



AR 600-17

REQUEST

*• T0t ccM-ft*-***^ on
Co B, 1st Bn,

Eleer
19th Inf

FOR PAY ACTION
(AR 37--M)

'• FRO*"Bgt Balph
Co B, 1st

T»
Btt.

1. DATE

1 Dee fil
Underwood,
19th Inf

BA 19300831

ACTION REQUESTED
PAY LEU THAN AMOUNT DUB

I DESIRE TO DRAWS.
AMOUNT

WILL BE CREDITED TO MY ACCOUNT.

.ON THE NEXT PAY DAY WITH THE UNDERSTANDING! THAT THE BALANCE OF PAY DUE ME

CHECK PAYMENT DURING ABSENCE
REQUEST CHECK PAYMENT FOR AMOUNT TO BE PAID TO ME ON PAY DAYS.

BE MAILED TO ME AT THE FOLLOWING ADDRESS:

PARTIAL PAY - ADVANCE PAY • ADVANCE PAYMENT OF TRAVEL ALLOWANCE

REQUEST Q PARTIAL PAY OF S- „ - {~~\ ADVANCE PAY OF____ MONTHS, • SI ADVANCE PAYMENT
NR ^^

OF TRAVEL ILLOVAHCt. (eopr ol trarel onlere attached). REASON FOR REQUEST: PCS V/depOdS tO Ft Ordy

per orders atchd (2 copies).

She advance of travel aLLcwmnces reqnutea. Is for use In connection, vlth
official travel, and I hereby authorize the collection of this advance from amounts
due me If It is not properly settled within 30 days after ftcaplirtlon of the directed
travel (or te_aparaxy doty, if applicable). ^transportation requests (have) (have
not),, govennent transportation (has) (has not), and meal tickets (have) (have not)
tteen requested*

or leave out inappropriate parenthetical words.
4. TYPED NAME AND IERVICE NUMBER OF MEMBER

RAIfH T* UHZBBHOOI), Ba 19 300 831
ACTION OF UNIT COMMANDER

oj. 9901 Inf Div
Ft Killer, Utah
ATIH: AO-PSD

• • D A T E

1 Dec 61
i. FROMi

CO, Co B, 1st BQ, 19th Inf
Ft Killer. Utah ___

THE ABOVE REQUEST I Si APPROVED APPROVED AS MODIFIED BELOW [ | DISAPPROVED

». REMARK*

tO. TYPED NAME AND OMADE OF UNIT COMMANDER

V. Undai, Captain
II. SIGNATURE OF UNIT COMMANDER

DA .ri. 2142
Figure 11-8-t.S.
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AR 600-17

REQUEST FOR PAY ACTION
(AR 37-104) 1 Dec 61

TO:

Co B, 1st Bn, 19th Inf
FROM,ggt Ralph T* Underwood, RA 19300831

Co B, 1st In, 19th Inf

ACTION REQUESTED
PAY LESS THAN AMOUNT DUE

I DESIRE TO DRAW S.
AMOUNT

WILL BE CREDITED TO MY ACCOUNT.

.ON THE NEXT PAY DAY WITH THE UNDERSTANDING THAT THE BALANCE OF PAY DUE ME

CHECK PAYMENT DURING ABSENCE

REQUEST CHECK PAYMENT FOR AMOUNT TO BE PAID TO ME ON PAY DAYS.

BE MAILED TO ME AT THE FOLLOWING ADDRESS:

PARTIAL PAY - ADVANCE PAY - ADVANCE PAYMENT OF TRAVEL ALLOWANCE

REQUEST [ | PARTIAL PAY OF S .
AMOUNT

OF TRAVEL ALLOWANCE (copy ol travel order* attached). REASON FOR REQUEST:

, • (HI ADVANCE.PAY OF_____ MONTHS, - | I ADVANCE PAYMENT
NR

1. Bequest that advance of per diem be authorized to defray expenses of TUT
(orders attached).

2* The advance of travel allowances requested Is for use In connection with
official travel, and I hereby authorize the collection of this advance from amounts
due me if it Is not properly settled vlthln 30 days after ccopletlan of the directed
travel and ten_porary duty. *a_ransportation requests (h*v») (have not), government
transportation requests (have) (have not), and meal tickets (h_w») (have not) been
requested or furnished.

•Strike or leave out inappropriate parenthetical words.
4. T V^EO NAME AND (ERVtCE NUMBER OF MEMBER

BAIfH X. UBEEBHOOD, BA 19 300 831

B. SIGNATURE OF MEMBER

ACTION OF UNIT COMMANDER DATE

1 Dec 61
1 -T0 ' 00, 99th Inf Div

Ft Miller, Utah
A_nS: AO-P8D

I. FROM:
CO, Co B, 1st Bn, 19th Inf
It Miller, Utah

THE ABOVE REQUEST ISt APPROVED APPROVED AS MODIFIED BELOW [ | DISAPPROVED

e. REMARKS

__HCMAS V. UBOEB, Captain

DA ,™".. 2142 U.S. GOVERNMENT PRINTING OFFICE, 1K« O—475IZI

Figure 11-S-S4.
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AR 600-17

REQUEST FOR PAY ACTION
(AR 37-104) 1 Dec 61

T0- CO, 99th Inf Div
ft Miller, Utah

AfWPSD

s. PROMi W. lingen, Captain
Co B, 1st Bl, 19th Inf

ACTION REQUESTED
PAY LESS THAN AMOUNT DUE

I DESIRE TO DRAW I. .ON THE NEXT PAY DAY WITH THE UNDERSTANDING THAT THE BALANCE OF PAY DUE ME
AMOUNT

WILL BE CREDITED TO MY ACCOUNT.

CHECK PAYMENT DURING ABSENCE
REQUEST CHECK PAYMENT FOR AMOUNT TO BE PAID TO ME ON PAY DAYS .

BE MAILED TO ME AT THE FOLLOWING ADDRESS:

PARTIAL PAY - ADVANCE PAY - ADVANCE PAYMENT OF TRAVEL ALLOWANCE

REQUEST ( 1 PARTIAL PAY OF S. ———————————, - [3B ADVANCE PAY OF_1_ MONTHS.
AMOUNT "̂  NR

ADVANCE PAYMENT

OF TRAVEL ALLOWANCE (copy ot Irtrel order* attached). REASON FOR REQUEST:

PCS to Ft Ord, California, effective 15 Dee 6l*

4. TYPED NAME AND SERVICE NUMBER Of MEMBER

QBOMAS V. I_T_KH_H, Capt, 01923049

ACTION OF UNIT COMMANDER

T. TOi" t. FROM:

THE ABOVE REQUEST IS: | | APPROVED [~~1 APPROVED AS MODIFIED BELOW [ ] DISAPPROVED

», REMARK.

tl. SIGNATURE OF UNIT COMMANDER

DA,Fr"..2142 U. S. COVdOtHEHT PRINTING QFfVCt.WM O-

AGO 83S3A

Figure U-S-g.5.
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Procedure 11-3-3
SEPARATE RATIONS

1. References.
a. AR 37-104.
b. AR 210-10.
2. Form. DA Form 1049 (Personnel Action).
3. General. Enlisted personnel may be granted

permission to mess separately from their assigned
organizations according to policies published by the
major commander. The approving authority for
such requests may be delegated to unit commanders
by installation commanders. Normally soldiers
actually residing with their dependents on or in the
vicinity of the installation, and soldiers in pay grades
E-7, E-8, and E-9, are authorized separate rations
upon their request. The effective date of separate
rations is normally the date of assignment to
Government quarters or the date the authorized
off post residence was established. Applications
must be submitted immediately upon entitlement
and processed without delay. The unit will
maintain a record which will identify those soldiers
authorized to mess separately, effective date, and
quarters address (Personnel Data Cards will con-
tain this information). Soldiers on separate
rations will not be issued DD Form 714 (Meal
Card) and must pay in cash for rations furnished
by the Government.

4. Procedure, o. Request for permission to mess
separately.

(1) Determine eligibility under local policy.
Any question relating to eligibility may be

resolved by phoning the battalion person-
nel staff NCO.

(2) Prepare request in original and 1 copy for
signature of the soldier (fig. 11-3-3.1).

(3) Remove 1 copy of the approved request
for file and forward the original to the
approving authority with a request for
orders.

(4) Post the Personnel Data Card and add
individual's name to the Separate Rations
Roster, if applicable.

(5) Withdraw. DD Form 714 (Meal Card) in
accordance with unit procedures.

b. Termination of permission to ration separately.
(1) Permission to ration separately may be

terminated at any time by the approving
authority.

(2) When the soldier no longer resides with
his dependents, or dependency ceases to
exist, the approving authority must be
notified and permission to mess separately
withdrawn (fig. 11-3-3.2).

(3) When separate rations are terminated,
post the Personnel Data Card by—

(a) Erasing the date under "Sep Rats."
(6) Correcting quarters address to show

current billets assigned.
(4) Issue DD Form 714 (Meal Card) in ac-

cordance with unit procedures.
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SimS
Pencil

SimS
Pencil

SimS
Pencil



AR 600-17

PERSONNEL ACTION
(AR 340-15) 1 December 1961

F l L E R E F E R E N C E

Undervood, Balph T.
RA 19 300 831 *fiequest to Mess Separately

TO:
CO, Co B, 1st Bn. 19th Inf
Fort Miller, Utah

•• Sgt Ralph T. Undervood, RA 19 300 831
Co B, iBt Bn, 19th Inf
Ft Miller, Utah

P R O C E S S I N G A C T I O N S

1. UP AR 210-10 request that I be granted permission to ration separately
from ny organization effective 1 Dec 6l. _B_e following statements are made In
connection with this request:

Utah.
a. My vife, Brenda G* Undervood, resides at 231 Northern St., Hillwood,

t>. Suitable quarters are available for me at this address. I understand
that if I am granted permission to reside off post and to ration separately ftom

organization that this permission may "be withdraw at any tine.

2. I will report ny intention to cease residence at the above address or any
change In dependency status of the named dependent. I understand that approval of
this request will require cash payment of any meals furnished by the government.

RALfflT. UHBHWQOD
RA 19 300 831
Sgt, Oo B, 1st Bn, 19th Inf

DO: 00, 99th Inf Div
ATEH: AO-PSD

1. Approved*

PROM: CO, Co B, 1st Bn, 19th Inf 1 Dec 61

2. Action will be Initiated by tills company to terminate separate rations If
Lt is found that dependents are not residing as stated.

3. Request appropriate orders be published.

OHOMAS V.
Capt, Inf

*HOTE.— This form is suitable for reproduction as form letter.

SK PI .JJN PATER FOff CWDTINt^TJOtt Of COMMENTS

DA ^,,1049
Figure 11-3-3.1.
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PERSONNEL ACTION
(AR 340-15)

TILE R E F E R E N C E

Underwood, Ralph T.
RA 19 300 831

TO:

December 1961

Tennlnation of Separate Rations
CO, 99th inf Wv
Ft HUler, Utah
A2TN: AO-PSD

1. Permission of Sgt Ralph T* Undervood, RA 19 300 831, to mess separately
ihould be vlthdravn effective 15 Dec 6l.

2. Dependents have moved from this vicinity.

FROM: CO, Co B, 1st Bi, 19th Inf
Ft Miller, Utah

P R O C E S S IMG »CT IONS

V. UXBSl
Capt, Inf

ir

USE PLAIN PAPEX POK CONTINUATION OF OOHWEVTS

DA.^,.1049

Figure 11-S-SJg.
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Procedure 11-3-4
SOLDIER'S DEPOSITS

1. Reference. AR 37-104.
2. Forms.
a. DA Form 2081 (Temporary Receipt for Cash

Payment for Soldier's Deposit).
b. DA Form 2082 (Request for Repayment of

Soldier's Deposit).
c. DA Form 2142 (Request for Pay Action).
d. DD Form 95 (Memo Routing Slip).
3. General. Soldier's deposits may be made in

cash or by payroll deduction. Cash deposits
normally are made to the commanding officer on
payday. A temporary receipt is furnished the
soldier and the collecting officer turns in copies of
the receipt and the cash for a consolidated receipt
from the personnel officer. This turnover of cash
must be accomplished within one working day after
receipt of the money from the depositor (ch. 22, AR
37-104). Soldiers must be informed of the import-
ance of safeguarding their deposit tickets and of
reporting immediately the loss or destruction of the
tickets.

4. Procedure, a. Cash deposits.
(1) Interview the soldier and assist him in

completing DA Form 2081 (fig. 11-3-4.1).
(2) Check block fi of DA Form 2081 only if

soldier has not deposited money in his cur-
rent enlistment.

(3) Give completed receipt to the soldier to
present to the unit commander with the
cash to be deposited.

6. Commencing payroll deduction for soldier's
deposits.

(1) Interview soldier and obtain the following
information:

(a) Amount to be deducted.
(6) Whether deduction is to be one-time or

monthly.
(c) Effective month of first deduction,
(rf) Whether or not it is the initial soldier's

deposit on this enlistment.
(2) Complete DA Form 2142 in original and 1

copy (fig. 11-3-4.2).
(3) The unit commander must consider the

facts in paragraph 22-64, AR 37-104, and
approve or disapprove soldier's request.

(4) Submit the original of an approved request
to the PSD and give the duplicate copy to
the soldier. Soldier should be reminded to
check his next monthly pay voucher for
the deduction.

AGO 8383A

(5) A disapproved request will be returned to
the soldier by the unit commander.

c. Discontinuance or change of payroll deduction
for soldier's deposits.

(1) Prepare DA Form 2142, as requested by
the soldier, in original and 1 copy (fig.
11-3-4.3).

(2) Submit request to the unit commander for
action.

(a) The unit commander may approve or
disapprove an increase in the amount of
the deduction.

(b) If soldier requests less than $5 deducted
monthly, the payroll deduction should
be discontinued.

(3) Submit original of the completed request
to the PSD and give duplicate to the
soldier.

d. Withdrawal of soldier's deposits. Withdrawals
may be requested by the soldier not earlier than 60
days prior to separation (between 75 and 60 days
prior to separation if in an oversea area), upon com-
pletion of 3 years on an enlistment of over 3 years,
or if an account of $20 or less has been inactive for
over a year.

(1) Prepare DA Form 2082 based on informa-
tion provided by the soldier (fig. 11-
3-4.4).

(o) Complete items 1 through 7, DA Form
2082.

. (6) Complete item 8, DA Form 2082, only
if redeposit is requested.

(c) Attach soldier's copies of his deposit
tickets and, if applicable, his soldier's
deposit book.

(d) Soldier must sign the request in item 9.
(2) Prepare a Memo Routing Slip addressed

to the PSD (fig. 11-3-4.5).
(3) Attach completed DA Form 2082 to

Memo Routing Slip and dispatch to the
PSD.

e. Emergency withdrawal. This procedure is
rarely used since withdrawal from Soldier's De-
posits normally cannot be effected until 60 days
prior to separation. When the health or welfare of
the soldier or his dependents may be jeopardized if
funds are not authorized to be withdrawn, the
soldier may submit a request in accordance with
paragraph 22-83, AR 37-104 (fig. 11-3-4.6). The
unit commander is specifically required to investi-
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gate the circumstances of withdrawal, verify docu- letter application through the unit commander for a
mentation, and approve or disapprove the request. statement of his account. The letter will state what

/. Lost, mutilated, or destroyed soldier's deposit happened to the tickets and the circumstances in-
tickets. When soldier's deposit tickets are lost, volved (fig. 11-3-4.7). The unit will forward the
mutilated, or destroyed, the soldier should make letter to the PSD.
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g
3
_.
11

1
S

TEMPORARY RECEIPT OF CASH PAYMENT FOR SOLDIER'S DEPOSITS
(AR 37-104)

\. SERVICE NUMBER

Hfi. 19 300 831
UCEIVH) OPi

t -AIT nun - FIRST MAHI - MIDDLE INITIAL OF DEPOSITOR ff«a< <_• type)

Undtmrood, Ralph S.
4. OMAMUATtOM (Hatom *dd teomOea)

Oo B, latt Bn, 19th Inf, Ft Miller., Otah

3. DATE

30 Bonribar 1961
B. BRANCH OF ••

SERVICE | ——— | FIRST DEPOSIT
_ _ THIS ENUST'
ifPj HBNT

THB SUM Oft
7. AMOUNT OP DEPOSIT fin Wl*d»)

-Bl dollars
•. TTPD HAJIB AMD TITLI OF OPnCIB UCIIVIIO DDOOT

00MA8 \K LDraai, Cmpt, Inf d«s A Ag«nt
nOTE, Retain Oma Kwrntat nttfg It te --rif-nl wit- roar flpj-fcrt P»B.-I« .fln.

S. AMOUNT fin Bfaem)
flO.OO

ie. BlflNATQBI ^

C^^r^^^^^^f^^_^
(7

11-3-b.l.
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REQUEST FOR PAY ACTION
1 Dec 61

t. TOt Officer
Co B, 1st BQ, 19th Inf

FROM-Sgt Balph T. TJbdenrood, BA 19 300 83!
Co B. 1st Bo, 19th InfFt

ACTION REQUESTED
PAY LEU THAN AMOUNT DUG

I DESIRE TO DRAWS.
AMOUNT

WILL BC CREDITED TO MY ACCOUNT.

.ON THE NEXT PAY DAY WITH THE UNDERSTANDING THAT THE BALANCE OF PAY DUE ME

CHECK PAYMENT DURING ABSENCE
REQUEST CHECK PAYMENT FOR AMOUNT TO BE PAID TO ME ON PAY DAYS.

BC MAILED TO ME AT THE FOLLOWING ADDRESS:

PARTIAL PAY • ADVANCE PAY - ADVANCE PAYMENT OF TRAVEL ALLOWANCE

REQUEST C~IPARTIAL PAYOF s.
AMOUNT ——— NR

OP TRAVEL ALLOW AN Crfeopr ol travel order* _tl_-ch*_). REASON FOR REQUEST:

ADVANCE PAY OF————MONTHS. - Q] ADVANCE PAYMENT

1* Baftiest $U> be deducted, fwn ay pey each Month tor credit to w Soldier's
Deposit account "hfigtmrti-g December 1961.

2, Sbis is xy *v**4*t deposit during this enlistBsnt.

4. TVPCO NAMK AND SERVICE NUMBER OF MEMBER

BAICK r. DHIBKHOOED, BA 19 300 83!

I. SIGNATURE OF MEMBER

ACTION OF UNIT COMMANDER 1 Dec 61
Ott, 99th Inf ntv
Pb Miller, Utah
tTIS: AO-PSD

l. FROM!
CO, Oo B, 1st Bl, 19th Inf
Ft Miller, Utah

THE ABOVE REQUEST Ui [-P APPROVED APPROVED A3 MODIFIED BELOW [ | DISAPPROVED

e. REMARKS

10. TYPED I JIT COMMANDS* II. SIGNATURE Or UNIT COMMANDER

DA, IT*.. 2142 U. S. COVEPNUfflT p-lHTinC omaHM. O—«TSI»

Figure
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REQUEST FOR PAY ACTION
(AR 37-104) 1 Dec 61

T0; n~-r-.rw"ne Officer
Oo B, 1st Bn, 19th Inf

>. FROM: sgt Raiph T. underwood, RA 19 300 83!
Co B, lot Bn. 19th Inf

ACTION REQUESTED
PAT LESS THAN AMOUNT DUB

I DESIRE TO D R A W S .
AMOUNT

WILL BE CREDITED TO MY ACCOUNT.

.ON THE NEXT PAY DAY WITH THE UNDERSTANDING THAT THE BALANCE OP PAY DUEt ME

CHECK PAYMENT DURING ABSENCE
REQUEST CHECK PAYMENT FOR AMOUNT TO BE PAID TO ME ON PAY DAYS.

BE MAILED TO ME AT THE FOLLOWING ADDRESS:

PARTIAL PAY - ADVANCE PAY - ADVANCE PAYMENT OF TRAVEL ALLOWANCE

REQUEST [ [PARTIAL PAY OF S.
AMOUNT

OF TRAVEL ALLOWANCE (copy ot travel order* attached). REASON FOR REQUEST:

. - [~] ADVANCE PAY OF————— MONTHS. • [H ADVANCE PAYMENT
NR '——

Bequest ny nantUy Soldier's Deposit deduction be Increased to $15 effective
December 1961*

OB. ra irxsccarrnrogjcg or IJBEDCTIOH
Beqoest icy nonthly Soldier's Deposit be diacontinned effective D»ce_aber 1961.

4. TV RED NAME AND (ERVICE NUMBER OF MEMBER

RALra T; mnERtfooD, RA 19 300 831
IICNATU1 E OF MEMBER

ACTION OF UNIT COMMANDER «. DATE

2 Dec 61
'• T0t 00, 99th Inf Div

ft Miller, Utah
AXOTi AO-PSD

•• «°* officer
Oo B, 1st Bn, 19th Inf'

THE ABOVE REQUEST ISl 1̂ APPROVED P] APPROVED AS MODIFIED BELOW f~l DISAPPROVED

». REMARK*

mous ». «»•.
DA .IT1..2142 U. S. COVEBNHENT rBINIINC OFFICEMBS* O—t

Figure
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* u*. HviHHiin niHTint ornci; IMI o—<IMI

MAIL TOi Soldier'* Depdsils Division
Finance Center, U. S. Army
Indianapolis 49. Indian*

I. DEPOSITOR'S NAME (Laet, Plrel, Middle initial) (Print »r type)

Underwood Ralph T.
>. M A I L I N G ADDRESS

3201 N» Morgate St.
Salt Lake City, 3
Utah

REQUEST FOR REPAYMENT OF SOLDIER'S
(AR 37-104)

DEPOSIT

1. SERVICE N U M B E R

RA 19 300 831
«. O R G A N I Z A T I O N (Ulo authorized abbreviation*)

Co B, 1st Bn, 19th Infantry
Fort Miller, Utah

B. AMOUNT CLAIMED '• MISSING DEPOSIT TICKET* (Explain In detail and etata exactly what dlfpotltlon wae made ol Ihe
raleeln, Heket(e).)

* 300.00
———————————————— None
«. NO. OF T I C K E T S ATTACHED

6
*. AMOUNT TO BE REDEPOSITED (II redepoalt la nqueeted, a data

muet be ehown In Black 9 at 11, *a applicable.)

I f~l PLUS ACCRUED IMTEHEIT

tt. DATE OF REENLISTMENT OR RECALL TO A C T I V E
(telerenca Paragraph 22-126. AR 31-104)

15 July 1959

DUTY

NOTE: A DATE IS REQUIRED IN ONLY ONE Of BLOCKS 10, II, OR 12, AS APPLICABLE.
10. S E P A R A T I O N (Provide a date la Ihle block wfiofi reoayaiar-.l It mutharl

eetvlca (telorence Paragraph I3-JJ- or e, AH 37-1C4).)
ztd due lo aeperatton Irom DATE

II. A N T I C I P A T E D SEPARATION (Ptonldo a date In thla block when repayment le authorized and DATE
when eeperatlon Irom eetvice le Imminent. Not mote Ihun 69 daye prior to ETS or 73 deye II onr-

tl. EXPIRATION OP l-YEAR PERIOD OF LONGER ENLISTMENT (Provide a dale la thia block when DATE
r-p.nn.ml la authatiteJ due to expiration at 3-year period ol any entietment greater than 3 ye ere

AR 3T-I04.

fl/OTE.- IF CfiKVICTKD OF DESERTION UVKIXV CLTXKEHT E'iLtoTMENT. UST UATF.S Iff "KO.'-i'.Ks" .''LOCV A.Vit ATTACH .\ Ct.>Pr
OF COURT MARTIA:. O.IHERS.

IS. SIGNATURE OP THE PERSONNEL OFFICER. THE FOREGOING IS

THEREFOR HAS NOT BEEN RECEIVED.

CORRECT AND TRUE. |». OATE

1 ». REMARK*

.-I.

2082 Form Approved by Comptroller _
General, U.S., Nov 8, 1962. I

Figure 11-S-H.
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MtMfl OnilTlUP CUD NEVER USE FOR APPROVALS, DISAPPROVALS, ACTION

m L m U I f U U i i n u ollr CONCURRENCES, OR SIMILAR ACTIONS
l TO

AO Pereomiel Service BlYlslaa
99th Infantry Dlvialon
It Miller, Utah

2-

3

A

REMARKS

31 Aag: Oo

BBS: IB

INITIALS CIRCULATE

DATE COOUUUTIW

FILE

INF-fiMAraH

NOTE AND
RETURN

PER CON.
VERSATION

SEE ME

StGJUATURE

B, 1st to, 19th lof

Bee 61

FROM fl
CcBBBBndlng Officer „ . J/
Co B, 1st to, 19th Inf vj/ Jrf *
It Killer, Otah N/ r ^

OATS

11/18/61
PHONS

DD,FORM
OCT BO 95 REPLACES PREVIOUS EDITION. &GPO

Figure 11-3-^.5.
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Underwood, Ralph T. 1 December 1961
RA 19 300 831
SUBJECT: anergency Withdrawal of Soldier's Deposit

TOi Ccamandii-g Officer
Co B, 1st Bn, 19th Inf
Tort MUler, Utah

1. Under the provisions of paragraph 22-83, AR 37-10̂ , request
that I be authorized to withdraw $500,00 from my soldier's deposit
account In order to meet a personal emergency*

2. On 20 November 196l, ny motber-in-lav, who is dependent
upon me for support, vas involved In an automobile accident as a
passenger in a friend's vehicle* As a result of injuries received
In the accident, she has been hospitalized and requires continuous
nursing service, The hospital expenses vill possibly be recovered
by settlement or lawsuit but at the present tine I most meet tills
expense In an. amount of $493*00 (see inclosed statement from hospital).
I have $150.00 In ny bank account but these funds are required for
current expenses and maintenance of my household.

3. 1 have Inclosed BQT Soldier's Deposit Book shoving a currant
balance of $U50.00. I have also deposited $300.00 by payroll deduc-
tion but I cannot find the deposit tickets (see attached affidavit).

J

2 Incl RALEH T. UNDEKWOOD
*1. Hospital Start RA 19 300 83!
-2. Affidavit Sgt, Co B, 1st Bn, 19th Inf

*Ho sample provided.

Figure
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AR 600-17

Underwood, Ralph T. (Enl) 1st Ind
RA 19 300 831 (l Dec 61)
SUBJECT: Bnergency Withdrawal of Soldier's Deposit

CO, Co B, 1st Battalion. 19th Infantry Regiment, Ft Miller, Utah

TO: Conoanding Officer, 99th Finance Disbursing Unit, Ft Miller, Utah

Approved.

2 Incl flHCMAS tf.
nc Capt, Inf

Figure 11-3-4.6—Continued.
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AFFIDAVIT

I have had a payroll deduction of $50.00 per month for Soldier's
Deposits since June 1961. I have been given the validated copies of
the Deposit Tickets each payday but I have thrown them away since I
did not realize It was necessary for me to present the tickets for
vithdraval of my deposits. I have never been repaid for these deposits.

_?• QBHE-EQiOOD
BA 19 300 831
Sgt, Co B, 1st Bn, 19th Inf

Before me, the undersigned, authorized by law to administer
oaths In cases of this character, personally appeared the above-named
Individual this 1st day of December, 1961, at Ft Miller, Utah, and
signed the foregoing statement under oath that he Is a person subject
to the Uniform Code of Military Justice, and that he has personal
knowledge of the natters net forth therein, and that the sane are
true in fact, to the beet of bis knowledge and belief.

THOMAS V. LDfiH-H
Capt, Co B, 1st Bn, 19th Inf
8uD_nary Court

Incl 2

Ffffure 1 .-5-4.7.
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Procedure 11-3-5

INDEBTEDNESS TO THE GOVERNMENT

1. Reference. AR 37-104.
2. Form. DA Form 1049 (Personnel Action).
3. General, a. The most common types of

indebtedness to the Government are—
(1) Erroneous payments. These consist of

overpayments of basic pay, allowances,
reenlistment bonus, unused leave, non-
deduction of allotments, etc.

(2) Administratively determined indebted-
ness. This consists of liability for lost or
damaged property as determined by State-
ments of Charges, Reports of Survey, etc.

(3) Courts-martial forfeitures.
(4) Delinquent income tax levies.

b. Normally, basic allowances for subsistence and
quarters will not be used to satisfy indebtedness
except when separation is imminent and the debt
would not be satisfied before separation. Separa-
tion travel allowances and soldier's deposits norm-
ally cannot be applied to a debt without the consent
of the individual. However, all types of pay may
be applied against a delinquent income tax levy.

4. Procedure, a. The following rules are used in
determining the amount of an individual's pay to
be applied against a debt.

(1) Erroneous payments. The finance officer
collects two-thirds of the individual's pay.
This is computed after deducting court-
martial forfeitures, FICA tax, income tax,
and the individual's contribution to Class
Q allotment.

(2) Administratively determined indebtedness.
Individual must receive one-third of his
pay. Voluntary allotments (E, D, N, B,
and B-l) and soldier's deposit deductions
are considered as part of the one-third.
If the amount due is less than $10, the
finance officer may pay him $10.

(3) Court-martial forfeitures. These may not
exceed two-thirds of the individual's pay
in one month. If two or more forfeitures
run concurrently only up to two-thirds
may be collected.

(4) Delinquent income tax levies. These levies
are deducted from the take-home pay of
the individual. If the take-home pay is
less than the levy, all pay is deducted.
Levies are effective for only one month,
the unpaid amount is canceled and a new

AGO 8383A

levy is required to collect the remaining
tax.

b. In determining the amount of an individual's
pay subject to deduction, basic, special, incentive,
and proficiency pays are considered. Allowances
such as, quarters, subsistence, and clothing, are not
included.

c. The PSD or the servicing finance officer will
notify the individual of his indebtedness through
his commander. If deductions for indebtedness in
a(l) and (2) above would result in a hardship to
him or to his dependents, the individual may re-
quest reduced collections or remission of the debt.
If he feels the debt is unjust he may submit informa-
tion in rebuttal. Rebuttals or requests for install-
ment collection must be made within 10 days of
receipt of the notification. Installment payment of
delinquent income taxes can be approved only by
the Internal Revenue Service.

(1) Erroneous payments. Repayment by re-
duced monthly installments may be
approved if a lump sum two-third deduc-
tion would result in a hardship to the in-
dividual or his dependents. The number
and amount of the installments should be
fair both to the individual and to the
Government, and must insure full collec-
tion prior to normal ETS. The company
commander may approve requests for in-
stallment repayment of indebtedness un-
der $100. Those over $100 must go
through channels to the brigade or equiva-
lent commanders.

(2) Administratively determined indebtedness.
Request for installment collections must
go to the next higher headquarters for
approval. If applicable, all voluntary
allotments, except for insurance, should
be reduced or discontinued.

(3) Delinquent income tax levies. Requests for
installment payment of delinquent income
taxes must be made by the individual
direct to the Internal Revenue Service.
Written approval must be presented to
the PSD.

(4) Requests made under (1) and (2) above
should be made on DA Form 1049, setting
forth the individual's financial position
and the maximum payment he can afford.

11-157
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The commanding officer will then approve
or forward the request together with such
additional information as he desires.

(5) Written protest. If an individual believes
the indebtedness is incorrect, he may make
a protest in writing, through channels, to
the Commanding General, Finance Cen-
ter, U. S. Army, giving all available in-
formation. Collection of the debt may be
suspended until final action is taken on the
request. However, if the individual's ETS
is near, collection will be made and the in-
dividual will be advised to submit a claim
to Settlement Operations, Finance Center,
U. S. Army.

d. Court-martial .forfeitures are paid as directed
by the court-martial and may not be collected in
reduced amounts.

e. Except for court-martial forfeitures, indebted-
ness to the Government is not canceled by separa-
tion from the service. Deductions may be made
from retired pay, reserve training pay, or may be
collected if the individual reenters active service.

/. Request for remission or cancellation of in-
debtedness may be made by the individual or his
commander. The request is forwarded to The
Adjutant General for approval, giving the informa-
tion required by paragraph 13-15, AR 37-104.
However, collection of the indebtedness will con-
tinue until a final determination is made.
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Section V. RECORDS

Procedure 11-4-1
ENLISTED CONDUCT AND EFFICIENCY RATINGS

1. References.
o. AR G23-201.
b. AR 035-200.
c. AR 672-5-1.
2. Form. DA Form 137 (Installation Clearance

Record).
3. General. Conduct and efficiency ratings pro-

vide information to be used in connection with
other data as a guide in taking certain personnel
actions such as assignment, promotion, award of
the Good Conduct Medal, and in determining the
type of discharge to be rendered. Each rating
covers a specific period and should not be influenced
by prior reports covering other periods. The
occasions requiring ratings are outlined in AR
623-201.

4. Procedure, a. Preparatory to reassignment
of an individual; or upon attachment to another
organization for 30 days or more when the Person-
nel Records Jacket (DA Form 201) accompanies the
individual, the Installation Clearance Record will
be modified to include "CONDUCT. _ _ _ _ _ _ _ _ _
E F F I C I E N C Y _ . . . . . _ _ , _ _ _ " (fig. 11-4-1.1). The
unit commander will enter the conduct rating and
the first immediate officer or warrant officer superior
will enter the efficiency rating.

6. In cases where a large number of conduct rat-
ings are required to be made by the unit commander
upon his reassignment from the unit, the unit clerk

may modify a company roster by heading a column
"CONDUCT." The commander can then enter his
conduct rating opposite and in line with the name of
the individual being rated. This roster should then
be sent to the PSD records team leader so that en-
tries may be made in the service records. The unit
clerk will insure that both the conduct and effi-
ciency ratings are obtained from the unit com-
mander for personnel over whom the commander
is also the supervisor. The first sergeant and unit
clerk are examples of personnel for whom the com-
mander would be the rater for both conduct and
efficiency.

c. A conduct rating less than "Good," or an effi-
ciency rating less than "Fair," will disqualify a
soldier for an honorable discharge. If a disqualify-
ing rating has been given and there is no record of
disciplinary action against the soldier, an explana-
tion must accompany the rating.

d. An "Unknown" rating may be given only
when the rated period is less than 30 days, and for
periods of confinement or hospitalization.

e. Enlisted personnel are not permitted to rate
other enlisted personnel.

/. Whenever supervisory changes occur as the
result of a change of duty MOS or supervisor, the
Personnel Information Roster may be used to indi-
cate ratings. Place the efficiency rating in the
"REMARKS" column.
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INSTALLATION CLEARANCE RECORD
(AR 219-10)

IN* TALL. AT ION

fort Miller, trtah

Prepare In duplicate (original to be retain od In ttmatet activity 11 lo; duplicate to Individual)

t-f.tr NAME • FtR»T NAME - MIDDLE INITIAL

UHZERHOGD, BAKU T.
SERVICE NUMBER

BA 19 300 831
ORGANIZATION

Co B, -Lat la, 19tb Inf
AUTHORITY FOR DEPARTURE

Para ID, SO 299, HQ, 99th Inf Biv
dtd 1 Dec 1961 Ft Miller, Utah

GRADE

PFC E-3
TO DEPART fm_» -rid dM*j
1200 bre, 5 Dec 1961

Irt Hew Ba, 2d Arty, 8th Inf Wv
APO 3b, Hew York, B. T*

CHECKLIST
(Normally, ollleert, warrant olllcere, and enlieted perearmel Jn fradee E-8 and E-9 ore not retired lo ••cur* toltlelt ol clearing facility, ike It
tlgnaturo betaf ofllclal indlcotkxi that all obligation* ate eellled. Other anllalad pereormtel will normally have facility concerned Initial appli-
cable itxn*. Appropriate e&ntntetraHve otttce will chacfc ll»oi* not applicable.)

FACILITY

1. ORDNANCE OFFICER

>. ARMY EDUCATION CENTER

• -.POST QUAHTERMAtTER

J. COMMERCIAL LAUNDRY

1. DRY CLEANER*

». (1BNAL OFFICER

t.MOIPITAL

INITIAL FACILITY

rc-
11. KNLI*TBO OR OFFICER MES*

1». *PECIAL IERVICEI OFFICER

(A.B.R.)

17. CHAPLAIN

1». RED CROSS

10. CLASIIFIEO DOCUMENT*

21. EFFICIENCY REPORT*

_-
'

FIELD MILITARY 1OI FILE
AND ALLIED RECORD*

INITIAL FACILITY

**• COLDER (Peraormal Ollloor)

PO-TAL OFFICER (Notice
ol Chanae ol Addreee)

OFFICER! RE9ISTEN

SPECIAL ORDER* FOR
CHANCE OF ITATIOM
DEPENDENTS BCHOOL

DENTAL. CLINIC
DO FORM 712-1

*O- (Telephone a. Telefraph)

1 HAVE TURNED IN OR PROPERLY TRANSFERRED ALL CLASSIFIED DOCUMENTS EXCEPT THOSE WHICH PERTAIN TO MY OFFICIAL
DUTIES AND FOR WHICH 1, AS AN INDIVIDUAL, HAVE BEEN DESIGNATED THE AUTHORIZED CUSTODIAN] 1 HAVE DISCHARGED ALL
PERSONAL DEBTS ADMITTEDLY DUE AND PAYABLE AT THIS TIME IN THIS AREA OR HAVE MADE SATISFACTORY ARRANGEMENTS
WITH THE. PERSONS Oft QROAHIZATIONS COHCERNED FOR THE PAYMENT OF SAME; AKD t HAVE FURTHER NOTIFIED OF MY MEXT
STATION OR POST OFFICE ADDRESS, ALL OTHER PERSONS WHO ARE KNOWN TO BE PRESENTLY ASSERTING CLAIMS OR DEMANDS
AGAINST ME OR WHO HOLD INSTRUMENTS OF INDEBTEDNESS MADE OR INDORSED BY ME. 1 UNDERSTAND THAT THIS CLEARANCE
DOES NOT RELIEVE ME OF ANY PECUNIARY CHARGE FOR GOVERNMENT PROPERTY WHICH HAS BEEN OR MAY 8£ RAISED ON A
REPORT OF SURVEY OR REPORT OF BOARD OF OFFICERS IN LIEU OF REPORT OF SURVEY.

REMARKS

CGBEDC!?

5 Dec 61
ADEQUATE QUARTER* MERC FURNOHED

E YE* O NO

DATES
FROM

1 Jan 58 5 Dec 61

• ICNATURE

SIGNATURE OF COMMANDING OFFICER OR DESIGNATED REPRESENTATIVE

TYPED NAME. GRADE, ARM AND TITLE T?

THCMAS V. LrHOBH. Capt, Inf, CnTmnnfllng

U/\ I MAV BO I J /

fgure 11-4-1
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Procedure 11-4-3
PERSONNEL DATA CARD

1. Reference. AR 335-60.
2. Forms.
a. DA Form 2475 (Personnel Data Card).
b. Suggested letter (Subject: Personnel Records

Information).
3. General, a. The Personnel Data Card (PDC)

contains the basic and supplemental data required
for individual morning report entries and additional
information extracted from the personnel records
(fig. 11-4-3.1).

6. The PDC serves as a morning report control
card, a temporary record of certain pending person-
nel actions, and is the most readily available source
of record information concerning individuals as-
signed to the unit. The use of the PDC as a morn-
ing report control card is described in Procedure
11-5-1. References to maintenance of the card
and to recording information on the card are also
contained in procedures for specific personnel
actions.

c. The preparation of the PDC is a specifif
responsibility of the company or comparable unit.
The card is prepared from information contained
on the DA Form 20 and the DA Form 1315, and
from certain data extracted from the personnel
records by the PSD (fig. 11-4-3.2). This informa-
tion is furnished to the unit at the time individual
is assigned.

4. Procedure, a. Transcribe all necessary in-
formation from the letter of transmittal, the DA
Form 1315, and the reproduced copy of the DA
Form 20 or DA Form 66 to the Personnel Data
Card (fig. 11-4-3.1).

(1) Send the DA Form 1315 (Reenlistment
Data Card) to the unit or battalion reen-
listment NCO, whichever is required by
local policy.

(2) Items of figure 11-4-3.1 are keyed numer-
ically to figure 11-4-3.3 indicating the
appropriate source of data required to
complete each item.

(3) Complete in pencil items subject to
change.

(4) Destroy letter of transmittal and any re-
produced copies of DA Forms 66 (Officer
Qualification Record) received.

6. The copy of DA Form 20 may be referred to
the unit training NCO to complete any required in-
dividual training records—

(1) The document is a personnel record and
must be hand-carried or transmitted in a
sealed envelope.

(2) Destroy the copy of DA Form 20 upon
completion of training records.

(3) A unit file containing copies of DA Form
20 is not authorized and is not required.
The unit cannot maintain the form in a
current status and use of an unposted
qualification card is prejudicial to the
soldier concerned.

c. When a soldier is reassigned to a unit within
'. he division—

(1) Remove the PDC from the file and pre-
pare a duplicate card without morning re-
port entries.

(2) Transcribe all red pencil entries, which in-
dicate pending personnel actions, to the
reverse of the card.

(3) Transmit the duplicate card in a sealed
envelope to the new organization of assign-
ment.

('•() Where five or more individuals are reas-
signed from one unit to another on the
:~ame EDCSA, furnish copies of the DA
Form 20 to the gaining organization in
lieu of the PDC.

d. The PSD will furnish a roster containing the
correct leave balance for each individual assigned
to the unit a,« of the end of each calendar quarter.

(1) Remove the PDC from the file and enter
the new loave balance and "as of" date.

(2) The roster may be destroyed or used for
other purposes after the new leave bal-
ances have been posted.

e. The PDC will be disposed of as provided in
AR 345-215 for morning report locator cards.
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AR 600-17

H-SADQDAKCERS
990H XRFARERT IEVXSXOH

PORTMILLEB. UTAH

6 May 196!

SUBJECT: Notification of Assignments

TO: -VK--MWH--S Officer
Conpany B, -Jrth Infantry
99tb Infantry Division
Fort Miller, Utah

1. Individual(s) listed "below (have) (hae) been assigned to
your organization this date. Assignment (s) (were) (vas) made 'based
on existing vacancies, assignment priority Information received and
expected losses. It is recommended that the individual̂ ) be
assigned to a duty position requiring the duty MOS indicated.

GB. HAKE. SB BCOS ASS TO O-OS

SPk Herbert L. Mays 111. 10 111.10
03 55 ̂31 993
SPk Joe R. Rogers 112.10 111.10
RA 19 330 012

Sgt E-5 Robert L. Mathevs 111.60 101.60
RA 16 295

2. An information sheet and a copy of each individual's quali-
fication record is attached hereto.

3. Confirmation of actual aa sign-Dents made will be furnished
this headquarters not later than 11 May 196l.

FOR THE CQMMARDER:

2 Incl '" JOHN V. SHITE
*as Capt, AGC

Asst AO

*Sample information sheet for SPb Hays only.
Ho samples of qualification records provided.

Figure 11-4-SJS.
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AR 600-17

(;"• May 61) 1st Ind
SUBJECT: Notification of

Co-mancling Officer, Co B, Urth Inf, 99th Inf Div, Ft Miller, Utah

TO: Comaandlng General, 99th Inf D..T. Ft Miller- Utah, 10 May 6l

In compliance with paragraph 3, basic co-maml cation, the
following information is famished:

Âssignments were made as recommended.

Âssignments were made as recommended except:

2 Incl THCMAS W. UHGEH
nc Capt, Inf

*Delete sentence not applicable*

Figure 11-k-SJS—Continued.
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PHtSOHHEL RECORDS IttfUKHATIOH SHEET

The following information, pertaining to SPfc Herbert L. Mays,

US 55 1*31 193, has been extracted from his personnel records and Is

furnished as a matter of Interest:

*a. Conduct and efficiency ratings were all Excellent/

Excellent *e««ep% (*delete if not applicable).

Period _____ to ______ Conduct: __________

Efficiency: _________

*b. Record of Courts -Martial: (IBS) (HO) (Delete one)

HO.:
Article:
Sentence:
Approved

(Date;

*c. Letter of ccoanendatlon or appreciation or other award

from last assignment: (IBS) (S8) (Delete one)

d. Bomber of days accrued leave ___2_______•

e. Bnergency addressee: 33-A Broad St. Hashvllle. Tenn .

f. Additional Pay Authorized ______Hone________.

*Apply to Bnllsted Personnel only.

Incl 1

Figure H-1-8J&—Continued.
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SOURCES 07 OMUL TO COgl-tK FEBSOtnffiL DMA CAHD

BLOCK UTIJ-S OF TEB FEBBCOHEL. DM* CARD

(1) HAKE

(2) SHreiCS XCMBES

(3) ffl-UB

(4) raoFicu»CT RAHHO
(s) umno- COEB
(6) FRDMBT MOS

(T) EBCCB_*HT HOS

(8) HUT HOB

(9) rCf-nOB SHCTICE AWUUlBILm CODE (78*)

flO) CWFOHZBT

(10.) SQtVICB AURE-MERC

(12) TBfKDtUBS (SEBTICB ACB.-9C9R)

(13) STB

(U) DUB REI-RHED FROM OVERSEAS (HUB)

(1?) RACK

(l£) OVHfflBA ABEIL ABU TRAVEL STATUS (OMTS)

(IT) Aura mamwcAHCB
(IB) -QBCDHIYI CLEARABCE

(19) IHOOER OF CBPanaans
(20) TOB LIBB ABU PARAHRAIH HOHBBB

(21) EDIT ASaiCBlffiBT

(22) KUKHBLB FOR ALdTiaiAL PAT

(23) fsamx aa) DATB

Obtained frcn tbe Itwu
Indlcatftd. on the:

DA Fora 20

1

1

2

2

6

6
38

6

S9

B/A

«/A

»/A

10

29

9

2?

4

25

8

Bot« A

?3
3t

U

IA Fora 66

1

1

2

H/A

9

9

H/A

16

H/A

3

13

13

H/A

17

5

17

25

n
2T

Bote A

IB
Hot* B

1

Figure Jl-
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AR 600-17

BLOCK TITLES OF THE PERSOHKEL DMA CARD

(2*0 DATE ELiaim? TO REIURH TO OOHDS

(25) KDR-CCHUS AREA RES-UEBCE

(26) BASIC PAT EHTRT DATE (BPED)

(27) KARITAL STATOB

(26) 3KPAHATB HAMCBS AUTOES. PHCBK BOMBER

ADD HDMBER OF OBFEHU-BTS REKMUHO- HUB

SOLDIER

(29) RBLIQIOUS PREHSRHIC- (RBL PREP)

(;»i DUE OT HOOK (KJB)

(31) DUX OF RAHX (DOR)

(32) ACCRUED LEAVE

(33) (3TILIAH EDDGAXICn

(3l>) UTE3T COKDDCT ADD EPFIdEHd RAZLHO

(35) ASBIG--4ER LDCCTATKBS

(36) UXE6T PCS

(37) AmBUB AREAS

(36) MH-CTART SCHOOLS

(39} BON-IBPtOrABLB

(to) TfXH ARD DATE Of UUUUKC EH~IEHHB_T

(U.) BUHK (FOR DBB ET TOE LOCAL COMMHDEB)

(>U?) FOB BB3DIR-MEDT3 CCHPLBtKD

VfffS A. Will be dotennijied upon aBKlgn-
nBitt of eoldler.

B. Furnlahed ty the PSD.
C. Dot*n_lne 'by Intervlnr.
D. Hill IM detaimLiwd _y the unit.

Obtained froa the ItMSu
Indlcatad on the:

DA Foro 20

*

12

*

7

Dote C

Hota C

3
abora
Itca 2

Beta B

17

Bate B

15

34

23

26

Hote D

10

27 * 26

DA Fora 66

33

33

33

26

Bate C

7

V

12

Bert. B

16

Bate B

10

fl/A

H/A

16

Rate D

6

33

11-4-3.3—Continued.

AGO 8383A 11-169

755-008 O-65—17 (7240A)

SimS
Pencil

SimS
Pencil

SimS
Pencil



AR 600-17

Section VI. GENERAL ADMINISTRATION
Procedure 11-5-1

MORNING REPORT CONTROL AND PREPARATION

1. Reference. AR 335-60.
2. Forms.
a. DA Form 1 (Morning Report).
6. DA Form 2475 (Personnel Data Card).
3. General. The morning report is the basic

record .reflecting the official daily status of the re-
porting organization and each person assigned or
attached thereto. It is a source of data for entries
in the individual personnel records of the persons
reported thereon and for official strength and other,
statistical records, and it is used as legal evidence in
military courts-martial proceedings. The morning
report (copy number 1) becomes a permanent record
of the Adjutant General's Office to provide an
authenticated, continuous administrative and his-
torica? record of the strength and status of each
organization and individual of the Army. The
morning report is considered one of the most
important basic documents prepared within the
Army and the utmost care should be taken to insure
prompt and accurate recording of all required
entries. The purpose of this procedure is to indicate
the typical controls necessary to insure preparation
of accurate morning reports and those elements of
supplemental data which are required to be re-
ported in addition to the supplemental data re-
quired by AR 335-60 (par. 4/). Detailed instruc-
tions for preparation of the morning report are con-
tained in AR 335-60.

4. Procedure, a. To properly maintain a morning
report requires careful attention to the maintenance
of a suspense file (fig. 11-5-1.1). The file consists
of 31 manila folders numbered 1 through 31. Each
folder represents one day of the month, regardless
of whether a month has 30 or 31 days. The file
should be located in the desk of the person preparing
the morning report so that he has immediate access
to it at all times. Only the commanding officer,
first sergeant and company clerk should be allowed
access to the suspense file. The file will contain
documents to be used in preparation of remarks for
the morning report, e.g., Special Order, DA Form
31 (Request and Authority for Absence), etc. Do
not keep appointments, 3-day passes, or other
documents not requiring a morning report remark,
in the suspense file. A separate unit suspense file
will be maintained for those and similar documents.

b. A Personnel Data Card File must be main-

11-170

tained within the unit both as a source of personal
data on each assigned or attached soldier and as a
control card for preparation of the morning report
(fig. 11-5-1.2). The card is a standard 5 x 8 card
overprinted on one side with spaces for personal
data and blank on the reverse for the recording of
morning report remarks. Prepare file dividers for
separating the cards according to grade and duty
status. The enlisted men's cards may be filed
either by pay grade or by NCO/specialist status.
These cards will be used each day in the preparation
of the morning report. An example of the sequence
of actions to prepare the morning report of 16 July
61 follows:

(1) Remove and examine the documents in
the suspense file for 16 Jul 61.

(2) Arrange the documents in the same order
as the remarks will appear on the morning
report, e.g., Assigned Gains; Assigned
Losses; Miscellaneous Changes—Assigned
Personnel, etc.

(3) Remove the appropriate Personnel Data
Cards from the file.

(4) Obtain ' the Official Personnel Register
("Sign In/Out Register") and determine
if personnel actually arrived or departed
as they were scheduled. Resolve any dis-
crepancies with the first sergeant
immediately.

(5) Type each morning report remark, with-
out basic data, on the reverse of the appro-
priate PDC, e.g.:

16 Ju) 61: Dy to rel asg Co B 2nd Bn, 19th lof
this sta para 6 SO 91 Hq Ft Miller Utah EDCSA
16 Jul 61 COA-99.

(6) Arrange the cards in the sequence the en-
tries will appear on the morning report and
work from the cards.

(7) On completion of the morning report, post
data from the back of the card to the cor-
rect blocks on the face of the card. All
entries which are subject to change should
be made in pencil (fig. 11-4-3.1).

c. The morning report is prepared on a three-
page set (DA Form 1).

d. After the morning report has been signed by
the unit commander, make distribution as follows:

(1) The number 1 and 3 copies of the DA

AGO S383A

SimS
Pencil

SimS
Pencil

SimS
Pencil



Form 1 will be hand-carried to the bat-
talion personnel staff NCO.

(2) The number 2 copy (yellow) will be re-
tained by the unit for file.

e. File the number 2 copy by month. The cur-
rent month should be kept on the MR clerk's desk,
and other morning reports should be filed in accord-
ance with AR 345-215.

/. Units of the division will report the following
information in addition to any other supplemental
data required by AR 335-60 and major command
directives:

(1) The subunit code and processing code as-

AR 600-17

signed to the unit will be entered in paren-
theses in the lower right corner of Block 8,
PRESENT STATION OR LOCATION.

(2) The secondary MOS, when reported as re-
quired by AR 335-60, will be reported as a
four-digit MOS code.

(3) The paragraph and line number of the
TOE duty position occupied by the in-
dividual will be entered after the standard
remark on—

(a) Assigned gains.
(6) Attached personnel,
(c) Changes of duty assignment even if the

duty MOS code remains unchanged.
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11-172

MQRHIHG REPORT SUSPENSE FILE

O "Indicates the folder in which the "Record of Events" card vill
be placed,

* --Indicates the last day of the1 month. "Record, of Events" card
may be placed In any of the four folders depending on the
number of days In the month.

Figure 11-5-1.1.
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Procedure 11*5-2
PERSONAL AFFAIRS ENVELOPE

1. References. Appropriate command directives.
2. Forms. As required by command directives.
3. General. Units which are designated as avail-

able for immediate or early deployment will be re-
quired to maintain certain personal affairs docu-
ments for each individual assignment to the unit.
These documents may consist of wills, powers of
attorney, requests for movement of dependents or
household goods, allotment forms, etc., depending
on the location and mission of the unit. The docu-
ments are completely prepared except for date and
signature of the individual and are ready to be made
effective when required. The documents are con-
tained in an envelope designated as the Personal
Affairs Envelope and maintained by the unit to
which the individual is assigned. The documents
contained in the Personal Affairs Envelope will
enable the soldier to complete his. personal affairs
prior to movement of the unit and will minimize
the personnel processing time required in the PSD.

4. Procedure, a. Personal Affairs Envelope.
(1) The personal affairs envelopes for all per-

sonnel of the unit will be filed in alphabeti-
cal order in the orderly room area. The
files must be given physical security equal
to that normally afforded military per-
sonnel records, i.e., access denied to all
persons except those specifically charged
with responsibilities relating to mainte-
nance of the envelopes.

(2) A team from the PSD will periodically
visit the unit for the purpose of preparing
new documents required as a result of
changes in a soldier's personal status.

(3) If a soldier desires to make a change on a
document maintained in his Personal
Affairs Envelope—

(o) Determine from the soldier what docu-
ment he wants to change and his reason
for changing the document.

(6) Telephone the battalion personnel staff
NCO and inform him of the soldier's
request.

(c) The personnel staff NCO will determine
if the change requires the soldier to re-
port to the PSD or if the change can be
accomplished during the team visit ((2)
above).

(4) When soldier is required to report to the
PSD to accomplish a new document for his
Personal Affairs Envelope, give him the
envelope to take with him.

(5) Upon completion of any changes the en-
velope will be returned to the unit for file.

b. Personnel Data Card. To readily identify the
deployability status of personnel in the unit, the
Personnel Data Card will be marked with colored
index tabs or plastic tape as follows:

(1) Non-deploy able personnel.
(a) Place a red tab on the upper left corner

of the Personnel Data Card.
(b) Enter briefly the reason the soldier is

non-deployable in the "Non-Deploy-
able" block on the face of the card.

(2) Surplus personnel. Place a green tab on
the upper right corner of the Personnel
Data Card.

(3) Deployable personnel. These v/ij not be
tabbed.
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Procedure 11-5-3
REQUEST FOR INFORMATION

1. References.
a. AR 37-104.
6. AR37-107.
c. AR 600-16.
2. Forms. Requests for Information (see app.

7-1 for suggested format).
3. General. There will be numerous occasions on

which soldiers will want to report apparent errors in
monthly pay, or will require information from their
Financial Data Records Folders or military person-
nel records maintained at the PSD. Normally, the
required information will be obtained by written
inquiry to the PSD. Telephone requests to the
PSD for this type of information will be restricted
to emergency requests where the information must
be obtained the same day. Each such emergency
call to the PSD will require the approval of either
the unit first sergeant, the battalion personnel
staff NCO, or the unit commander (ch. 7).

4. Procedure, a. A supply of the "Request for
Information" form letters should be available at the
orderly room for use in obtaining routine informa-
tion from the PSD.

6. Upon receipt of a complaint or inquiry from a
soldier, the first sergeant or company clerk will
determine the following:

(1) If the information is available within the
unit.

(2) If not, is the information available by tele-
phone?

(3) If not, can the information be obtained
through use of an inquiry form letter?

c. When it has been determined by the first ser-
geant or company clerk that a Request for Informa-
tion should be prepared, the company clerk will—

(1) Prepare the request in 1 copy and have the
soldier and first sergeant sign it.

(2) Forward the request direct to the appro-
priate composite team in the PSD.

d. The PSD will furnish a pay team to hear com-
plaints on pay errors each payday. This team will
be located at a central location within the battalion
area. Prior to each payday, contact the battalion
staff NCO to find out where the pay team will be
located on payday.

(1) When a soldier has a complaint about his
pay, the first sergeant or the company
clerk—

(a) Reviews the pink copy of the soldier's
MPV to see if it can be determined
whether or not the complaint is justified.

(b) If the complaint is justified or the first
sergeant or company clerk cannot deter-
mine if it is justified, sends the soldier
with his pink copy of the MPV to the
pay team located in the battalion area.

(2) A request for information form letter is
not required for pay complaints on
payday.
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AR 600-17

Procedure 11-5-4
REQUEST FOR SPECIAL ORDERS

1. Reference. AR 310-10.
2. Form. DA Form 2446-R (Request for Orders).
3. General, a. Special orders for the division are

published at the PSD. The issuance of other
routine orders will be in accordance with AR 310-10
and Procedure 11-5-5.

6. The majority of special orders affecting per-
sonnel of the units will be issued automatically as
personnel actions are approved. Special orders may
be requested from the battalion headquarters when
required by a unit. The battalion personnel staff
NCO accumulates all requests for special orders and
forwards them daily to the PSD. The PSD has an
established schedule indicating the time of day that
a request must be received in order to appear on
that day's special orders.

4. Procedure, a. Determine that a special order
is actually required to effect the action desired.

(1) Refer to AR 310-10 for an explanation of
the usage and content of special orders.

(2) Telephone the battalion personnel staff
NCO if there is any doubt concerning the
proper type of order required.

6. Prepare the request for the unit commander's
signature in an original and 2 copies (fig. 11-5-4.1).

(1) Data concerning the lead lines is obtained
from AR 310-10 and varies according to
the type of order being requested.

(2) Data to complete the responses is obtained
from the individual requesting the order.
This normally will be either the unit com-
mander or the first sergeant.

(3) The title of the order, transaction code,
and elements of the standard name line
are defined in AR 310-10.

c. Upon completion of the request by the unit
commander—

(1) Remove 1 copy of the correspondence for
the unit suspense file (3-day).

(2) Forward the original and 1 copy to the
battalion headquarters.

t
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AR 600-17

••^WW-J"0™ rZZSSTwi
I CO, 1st Bn, 19th Inf, Ft Miller, Utah "Oil.

CO. Co B. 1st Bn. 19th Inf
Ft Miller, Utah

CG, 99th Inf Div, Ft wilier, Utah
Attn: AG-PSD

PARTI
NAME OF FORMAT fP-_" ft thai 21 f, AR JIO- 10) TC NUMBER

Duty ADp~int-nent 350
PART 11

«T AND ARC NAME LINK (SNL) (Pagea 2 19 and Fig », AK 3 10-10)

LISGEN, THOl'AS W 0192301.9 CAPT INF Co B 1st Bn 19th Inf, Ft Miller, Utal,

PART III - USE SELECTED FORMAT AS MODEL
LEAD LINKfLLJ

Apt to:
Eff date:
Pd:
Purpose:
Auth:
Sp instr:

V A R I A B L E RKBPONBEf

Class A Agent
11 Dec 61
Indefinite
Cash payment of troops of organization to which assigned
AR 37-103
Report to Post Finance and Accounting office, Rra 2l»8,

Bldg TliO, NLT 20 Dec 6l, for briefing on duties of
agent officer

MKQUIITEN'B NAME (Typed oi Printed) - l aNATUME

THOVA5 W. LINGEN, Capt, Inf, Commanding - . , / - '
V- /» i s: i~ ',. /- , i*- i i c < ^- , i>

HA .r?.R" 0_4_4fi-R WL««»--n-««-«- .-«^.*.-H,eH,.0.».,«T^

Figure
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AR 600-17

Procedure 11-5-5
UNIT ORDERS

1. Reference. AR 310-10.
2. Forms. None.
3. General, o. Unit orders are the only type of

routine orders issued by the company. In com-
panies assigned to a division or separate brigade,
unit orders are issued for five purposes:

(1) Assumption of command.
(2) Appointments to temporary E-4 and

permanent E-3.
(3) Reduction from E-3 to E-2.
(4) Assignment of additional duties within

the company.
(5) Authorization to ration separately (if

authorized by local command policy).
b. Assignment to, or changes of, principal duty

will be announced in special orders.
4. Procedure, a. Unit orders are numbered in

chronological sequence by calendar year. The first
order issued in any calendar year will bear a nota-
tion above the heading of the first page showing
the number of the last order issued the preceding
year.

b. No more than one unit order may be issued on
any one day except in the case of assumption of
command. In this case a separate unit order will be
issued.

c. Each action is announced in a separate para-

graph. Paragraphs are numbered only if there are
two or more.

d. Orders may be typed or reproduced mechan-
ically (such as mimeograph) on 8- x 10^-inch paper.
Typed orders will be printed on one side only.
Others may be duplicated on both sides.

e. Unit orders will be authenticated only by the
unit commander. If they are typed, all copies must
be signed.

/. Preparation, files and distribution.
(1) Unit orders will be prepared as prescribed

in section I, and paragraph 28, AR 310-10.
A sample unit order is shown in figure 11-
5-5.1. Formats for additional paragraphs
are found in appendix I, AR 310-10.

(2) A record and a reference file will be main-
tained by the company. When orders are
typed, the original will be placed in the
record file.

(3) Copies of orders will be furnished to each
affected individual, to the PSD, and to the
next higher headquarters, as required by
local directives. In addition, appointment
and reduction orders will be distributed as
required by Procedures 11-1-6 and 11-1-
7, where appropriate.

Unit orders will be corrected by the use of9-
amendatory paragraphs.
copies is not authorized.

1

The use of corrected
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AR 600-17

* Unit Order 52 is the last of the series for 1961

00 B, 1ST BN, 19TH INF
Fort Miller, Utah

UNIT ORDERS 3 January 1962
NUMBER 1

1. TC 510. UP Par (*) AR 624-200 fol indiv APPOINTED ** (with their
consent) ** (without their consent) to TKMP GR indie*

TO BE SPECIALIST FOUR (£4)

UNDitaVOOD. K_iLPH T. HA 19500831 PFC E3 112,10

2. TC 350. Following indiv __PK)INTi_Di

BHOWN, JOSEPH R. RA 19300193 MSGT E7

Apt to* Member cf Unit Fund Council
Eff Batet 3 Jan 62
Pdt Indefinite
Purpose; NA
jiuthi Par 6, __R 230-10
Sp Instr: None

3. TC 370. fol orders amendedt

S_-iOi Par 1 Unit Orders 50, this Hii, 12 .Dec 61
Pert tot UMMtWDOD, HALPH T. RA 19300831 SP4 E4
As reads t HA 19300831
lATRl KA 19300381

THUttAS W. LTJGEK
Captain, Inf
Commanding

* Ebter appropriate paragraph and subparagraph from AR 624-200.
** Use for lateral appointment only- LL DOR: must also be shown.

Figure 11-6-5.1.
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